Huong Tong
010-8267-1984                                   502-75 Spencer Ave, Toronto, Ont. M6K 2K3                    huongtong14@gmail.com

HIGHLIGHTS OF QUALIFICATIONS

· Exceptional communication skills both verbal and written
· Certified to teach English as a second language  through competition of 120 hours of TESOL certification
· Experienced in living and teaching in South Korea at an all girl’s high school
· Demonstrated patience and resourcefulness as an English teacher in developing alternative strategies to assist in the students’ academic development and enjoyment of learning
EDUCATION           
                                                                                                                                                                              2002- 2007
Bachelor of Science Degree with Honours; University of Toronto
Major in Integrative Biology and Double Minors in Women Studies and Religion

TESOL Certificate; Global TESOL College




                                           May 2007
TEACHING EXPERIENCE

English Teacher                                                                                                                                     Mar 5/09- Mar 4/10                                                            

Jakjeon Girl’s High School, South Korea.
· Teach first and second grade students English, focusing on their listening and speaking skills
· Create fun lesson plans that encourage students to be comfortable with using the English language 
· Teach  English to Korean teachers using dialogues, discussions of current events and topics of interest to stimulate conversations
ESL Tutor                                                                                                                                                             2006-2007                                                             

Tutor-101, Toronto, ON

· Developed innovative activities, and provided one on one instructions to students’ ages 9 to 20 

· Increased students’ knowledge of conversational English through creative self expression activities 

· Provided regular feedback to students by grading assignments and tests.

Classroom Tutor                                                                                                                                                 2006-2007       
Working Women Community Center, Toronto, ON                

· Motivated primary school students in Math, Science and English by providing one on one tutoring and mentoring
· Prioritized administrative tasks such as keeping an accurate attendance record to document student’s absences to ensure their safety

· Met reporting deadlines by keeping detailed records of students progress and attendance

Teacher Assistant                                                                                                                                                        2006

Queen Victoria P.S, Toronto, ON                                      

· Assisted a grade three classroom teacher in preparing lesson materials and supervising recreational activities                                                          
· Assisted children individually or in small groups to help them understand assignments and to reinforce the learning concepts presented by the teacher        
·   Prepared and organized materials for classroom activities to ensure a smooth transition from one activity to the next, resulting in efficient usage of class time

Huong Tong
010-8267-1984                                                                                                                              huongtong14@gmail.com
Camp Counselor                                                                                                                      summers 2003, 2004, 2005    St. Joseph’s Camp, Toronto, ON

· Designed and implemented exciting camp activities for over 20 girls ages 9-10 for six weeks 
· Worked as a team to supervise up to 120 campers on field trips once a week
· Demonstrate leadership and interpersonal skills to motivate the campers- achieving a reputation for consistently going beyond what is required
ADDITIONAL EXPERIENCE

Real Estate Administrative Assistant






           2008- 2009
Ontario Power Generation, Toronto, ON

· Interact with members of department to implement and organize records for efficient file retrieval

· Maintain accurate and up- to- date files, prioritize work and complete tasks within processing deadlines

· Extract downloaded information into spread sheets and compile them into chart format

· Follow records management procedures to ensure protection of corporate privacy

Administrative Assistant






                          2008
Don Mills Audiology, Toronto, ON

· Provided exceptional customer service, including building rapport, problem solving customer’s concerns and conflict management by coordinating all appointment booking in an organized manner

· Coordinated all shipping to agents and assisted with office bookkeeping to ensure accuracy in office supplies including payables and receivables

Hostess                                                                                                                                                                2006-2007

Spring Rolls, Toronto, ON                                         

· Trained new staffs to work independently and as a part of a team in scheduling dining reservations in a fast paced environment through effective communication
· Demonstrated organizational and time management skills by coordinating activities of dining room personnel to ensure prompt and courteous service to patrons
EXTRACURRICULAR ACTIVITIES
Vice President of Finance                                                                                                                                  2005-2006

Vietnamese Student Association at U of T, Toronto, ON

· Developed strong interpersonal, negotiation and communication skills, honed by soliciting donations in order to organize social events for freshmen to ease their transition into university life.

Vice President of Events and Secretary                                                                                                           2005-2006

Engineers Without Borders (EWB), Toronto, ON                        

· Organized awareness on campus about development issues in third world countries by educating and demonstrating the water awareness workshop to undergraduate students 
· Conducted presentations to high school students to raise awareness of resources shortage in developing countries
                                                         References are available upon request
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