TO WHOM IT MAY CONCERN

 I wish to be considered for the position of English teacher. It has been my dream for many years to teach English in Asia, and I believe that there is much that I can bring to the role. Obviously, as a native speaker of New Zealand English, I am qualified to teach the language. Furthermore, I have a deep personal love of the oddities and intricacies of the English language, something that has grown and developed through my extensive use of academic and professional English in my schooling and work. I am keen to share my enthusiasm for the language with Korean learners, and anticipate great satisfaction in the knowledge that by teaching them English, I may be helping them achieve their dreams. In addition to this, I have been fortunate enough to have travelled in Asia previously, and know what to expect when living in a new country. I am very excited to experience the challenges and rewards of living in Korea.

As detailed in my CV, I am a recent graduate of Victoria University of Wellington, where I earned a Bachelor of Arts in Political Science and International Relations. My course of study required a strong command of the English language, something that has only improved with my subsequent employment as a Client Information Officer for the New Zealand government's Department of Internal Affairs. In my current role, I advise and assist members of the public on certain aspects of New Zealand law (mostly relating to the process of becoming a New Zealand citizen). The majority of my customers are speakers of English as a second language, and as such, I have become very skilled in explaining complicated concepts in a manner that is easy to understand. Previous positions have also provided me with experience relevant to this role, such as the attention to detail I developed while working for the New Zealand Inland Revenue, or the presentations I gave to large groups of tourists as a chocolate saleswoman. My qualifications and experience, along with the fact that that I have a clean criminal record and am in good health, lead me to believe that I meet the specifications of the position. 

I will be available to start work from the 1st of September 2013. I do not mind what age group or English level I am to teach, but my preference is to work in a large city, and I am better suited to working morning shifts.  I am available for interview most nights after 7.00PM New Zealand time (4.00PM Korean time).

Thank you for considering this application. I hope to hear from you soon!

Yours sincerely,


Gracie van Boheemen.
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GRACIE VAN BOHEEMEN
Curriculum Vitae

N
CURRENT SITUATION: Currently employed as a Client Information Officer at the Department of Internal Affairs. Available to start work from September 1st 2013.

QUALIFICATIONS
Bachelor of Arts majoring in Political Science and International Relations, Victoria University of Wellington

Currently completing i-to-i 100 Hour Online TEFL Certificate (~55% completed as of 20th June)

NCEA Level 3 with merit endorsement.

WORK EXPERIENCE
February 2013 – present – Client Information Officer – Department of Internal Affairs
In this role, I answer phone calls for the New Zealand Citizenship Office, and the New Zealand Charities Register. I assist customers by explaining government policy and processes to them, and handle responsibilities such as booking appointments and taking payments. This role requires me to be helpful, knowledgeable and friendly to all the customers I serve, something I enjoy and excel at.
November 2011 – July 2012 - Data Cleansing Assistant - Inland Revenue

In this role, I proofread data submitted to the New Zealand Inland Revenue Department. This role required a high level of English proficiency (particularly with regards to spelling) and great attention to detail.

January 2011 – March 2011 - Barista and Saleswoman - Ciocco Chocolaterie
In this role, I sold luxury chocolates. This role required me to be friendly and personable to customers, and I was frequently required to give presentations about our chocolates to large groups of tourists.
REFERENCE:
Lynne Walker (Contact Centre Team Leader at Department of Internal Affairs, current employer) – Lynne.Walker@dia.govt.nz

Dr. Jason Young (Lecturer, Victoria University of Wellington) – jason.young@vuw.ac.nz

Experienced in: 
· Giving information in a clear and easy to understand manner, often to speakers of English as a second language.

· Presenting in front of large groups.

· Building rapport with customers and clients.

· Maintaining a friendly and professional disposition even when under pressure.

Strengths: 

· Excellent knowledge of the English language.

· Naturally exuberant personality.

· Good organisational skills.

· Friendly and pleasant manner.

· Strong attention to detail.

· Enjoys meeting new challenges.

