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Kyungkido, Seongnam city, Bundang-gu, Gumee-dong

Mujigae Maeul, Shinhan APT 304-802

010-4029-7232/ key919@gmail.com
EDUCATION

H&R Block
Reston, VA
· Completed Income Tax Preparation Course 


                   December 2008 – January 2009

U.S. Department of Agriculture Graduate School
Washington, DC

Intermediate Chinese
   August - September 2007 & April -May 2008

· Completed intermediate Chinese courses.
· Studied selections from modern Chinese literature—essays and   short stories. 

Baylor University, College of Art and Science   
    Waco, TX

Bachelor’s of Art, International/ Concentration in East Asian Business                                  August 1997- December 2001
· Relevant Courses: Global Economy, Governments &  Politics of East Asia, World Economic System, Business Practices,  Poverty and Problems in the Developing Countries, Societies & Culture of Asia.

Lexington Academy









          Dallas, TX
High School diploma




             


                  August 1994- May 1997
· Recognized in Honor Society and Patriot Honor Roll in Sophomore, Junior, and Senior years.
· Took honor classes in English, Math and Biology.
· Graduated as top 10% of the class.  
MacArthur High School      








          Irving, TX
·  Completed ESL (English as Second Language) courses.       
                          November 1993 – May 1994

WORK EXPERIENCE

H&R Block                                                                                                                                                                 Reston, VA

Tax Professional
                                                      

                                                          January 2009 - April 2009
· Prepared Federal & state individual tax returns, Form 1040, 1041 Schedule A, B, C, D, and E. 

· Assisted clients with H&R Block Bank Products such as Refund Anticipated Loan.
Title One
      Annandale, VA

Post closer/Processor

                                                      

                          August 2005 –January 2010
· Monitor and obtain all required exhibits from  buyer, seller, realtor, and lender and review timeframe for receipt of required exhibits. 

· Support foreclosure and short sale process. 

· Coordinate settlement issues and problems among buyer, seller, realtor, and lender and ensure correct and smooth settlement. 

· Review buyer-seller transactions and documents and obtain all signatures and notaries as required. 

· Prepare title commitment, HUD-1 settlement statement and issue 
· Prepare disbursement checks and log all the documents.
KO-World USA, INC.
                      Springfield, VA

Assistant Manager
               August 2003 –July 2005

· Performed accounting activities related to the payment, data entry and retrieval in the system and the processing of expense and revenue transaction. 

· Managed 20 commercial building, property and stores across Northern Virginia and Maryland. 

· Implemented marketing strategies and led marketing efforts on imported goods. 

· Coordinated meetings with potential clients and buyers.

Kwak & Associates
          Fairfax, VA

Paralegal
 August 2002- August 2003

· Formulated business plan based on market research for international clients looking to invest into small businesses. 

· Performed cost-benefit analyses based on projected cash flow analysis. 
· Performed immigration/ emigration service to U.S. Citizenship and Immigration Services.
Baylor University, Language Department
    Waco, TX

Teaching Assistant to Professor Uber: Intermediate Korean     
            


  August 1999-May 2000
· Researched teaching materials, graded examinations, and conducted weekly tutorials in reading, writing, and speaking Korean. 

· Received rating of “Excellent” on student evaluation
Home teaching

· Help students to complete homework, learn new vocabularies, compose small essays, read books and correct their grammars.
CERTIFICATE

Enrolled Agent #91230/ Tax Preparer

                       
· Licensed by United States Treasury to practice before the Internal Revenue Service; operate a home-based tax preparation business; Experienced in small business start-up, employment, labor and payroll issues; accounting principles and software; income and estate taxes.

· Proficient in software such as TurboTax, TaxCut Business, H&R Block TaxCut, and  QuickBooks.
SKILLS

Computer: Proficient in use of Microsoft Office (MS Excel, PowerPoint, MS Word)

Language: Korean (native), English (fluent), Chinese (intermediate), and Japanese (entry).

Activities:  Traveled throughout Europe, including Italy, France, and Switzerland; Foreign living experiences in Saudi Arabia and Malaysia; Member of Korean Student Association (KSA) in college.
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