Eunice Yang

    45-63 202nd Street ● Bayside, NY 11361 

(646) 541 0902● eunice.y.yang@gmail.com 

 -Profile-










Bachelor’s degree in Mathematics with a minor in Education, seeking position as an English mentor or an essay editor. Well-developed skills teaching in private and academic settings. Experienced editor of study guide materials and practice exams for publishing companies. Extremely conscientious and determined individual who enjoys interacting with students and colleagues.

-Professional Experience-

Wona Trading, Inc., New York, NY


       


  

 01/2009-04/2010

Executive Assistant; Website Account Management Coordinator; Department Supervisor

Provided high-level administrative support to CEO of leading wholesaler of costume jewelry in the fashion district; Effectively managed Customer Relations, including Returns and Shipping; Trained, supervised, and evaluated staff.

Successfully contributed to company’s expansion


Reduced shipping expenses through negotiations and cost-effective measures


Proactively directed the Technical Support Department regarding website security, layout, merchant services, and shipping logistics

Hwakin Co., Ltd, Seoul, South Korea


       


   
08/2007-11/2008

Executive Assistant, Education Contents Planner, Assistant Event Coordinator, Editor, Bookkeeper, Translator

New Projects Planning Department

Promoted to the New Projects Planning Department to oversee the CEO’s international assignments; Devised various contents for new and existing projects; Produced and presented business contracts to call centers in the Philippines; Prepared workshop presentations, hosted contests, assisted in coordinating workshops and conferences, and communicated with representatives from U.S.A., Europe, and Asia; Budgeted team activities.


Guided the CEO on business trips to the U.S.A. to develop relationships with companies and make agreements on confidential issues


Accompanied the VP on business trip to the Philippines to give presentation regarding cultural challenges 


Built company’s revenue by selling encyclopedia, attending affiliated conferences, and participating in promotional events

Editing Department

Edited, translated, voice-recorded, and developed contents related to practice exams for TOEIC, TOEFL, AGBR, and other study guide materials; Enhanced children’s learning books produced by the animation team; Contributed ideas on blueprints ready for official printing.

HB Learning Clinic, Daechi Center, Seoul, South Korea


   

03/2007-08/2007

Consultant, Researcher, Translator

Researched various programs and software to verify the efficiency and the effectiveness of the clinic center to the students; Taught children with disabilities; Consulted with students’ parents on a weekly basis in regards to their child’s performance.  


Translated presentation materials from Korean to English 


Interviewed and evaluated students on their English speaking skills and arranged their levels accordingly


Designed timetables and charts for easy access of students’ performance to share with their parents

Project Perfect Management Academy, Bayside, NY



  
01/2006-02/2007

Mentor to Middle School Students

Educated students in Math, Reading and Writing Comprehension; Reviewed for upcoming NYS exams; Developed activities to enhance students’ test performance skills; Displayed leadership skills in a professional academic setting.


Approved by parents for their child’s visible exam improvements and report card grade performances


Referred to parent’s friends whose children were in need of private tutoring in all subjects
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09/1998-11/2008

Mentor to Elementary, Middle and High School Students

Instructed Math, English, Science, Spanish, Social Studies, Geography; Prepared study guides as review lessons for upcoming NYS and Regents exams; Translated materials into Korean for non-English speaking students; Gained personal development through leadership experience.

-Education, Credentials, and Certification-

Bachelor of Arts in Mathematics; Dual Minors in Educational Studies and Korean Studies, 2005

University at Albany, State University of New York, Albany, NY

Additional: 
Mathematics and Secondary Education Courses, 2006




Queens College, Flushing, NY

Computer and Language Skills

MS Word, PowerPoint, Excel, Photoshop

Fluent in English and Korean; familiar with Spanish

Professional Certification

Certified Irlen Screener: Trained to perform screening tests on patients to determine if they show symptoms of visual perceptual disorder known as Scotopic Sensitivity or Irlen Syndrome.

