	

	Helen (Hyang Un) Smith
148 Castle Pines Dr., Bonaire, GA 31005, hyangun@gmail.com, (478)-213-5080

OBJECTIVE:             A challenging entry level position in a corporate or business setting where my skills and 

                                         experience will help increase productivity and profitability.

	EDUCATION:         Bachelor of Arts in International Affairs, December 2008                                                                                                                    
                             The University of Georgia, Athens, GA

                             Hope Scholarship Recipient, Korean Honor Scholarship Recipient

	EXPERIENCE HIGHLIGHTS:        
	· Problem-solving and decision-making skills
· Highly organized with ability to pay close attention to detail
· Good interpersonal skills and effective communicator
· Ability to work independently and closely with others in any given setting
· Good oral and written communications in Korean and English 
	· Highly motivated to learn new tasks and manages deadlines effectively 
· Proficiency with MS office and other applications 
· Ability to deal with unforeseen circumstances
· Prompt and courteous customer service 

	WORK EXPERIENCE:

	Administrative Assistant,  Macon Korean SAT School, Macon, GA, Summer 2003
· Formulated documents for advertising the small business and helped increase the number of enrollment into the school
· Created and maintained a daily, weekly, and monthly schedule for organizational and planning purposes 
· Worked closely with others in team-oriented settings and collaborated with other teachers to increase productivity and efficiency when teaching students the materials
· Independently researched new ways of relaying materials to students 
· Incorporated critical thinking processes to solve scientific problems and make educated decisions
· Communicated efficiently in Korean and English with students, parents, and teachers.
· Scheduled classes and coordinated teachers and students schedules for increase efficiency
Server/Hostess/Cashier, Ichiban Japanese Steak House, Warner Robins, GA, Summer 2004-2005
· Exemplified excellent customer service skills with courteous, professional, and personalized service
· Highly trusted by employers when maintaining honest and accurate balances and deposits
· Accommodated all restaurant customers within the fast paced, time intense, competitive environment
· Demonstrated responsibility and dedication by punctual arrival to work and staying late to successfully complete all given tasks
Server and Hostess, Utage Athens Sushi Bar,  Athens, GA, October 2006-2007
· Demonstrated ability to work within team settings
· Highly motivated and worked efficiently to increase sales
· Ability to think quickly in any given situation minimized customer dissatisfactions and helped managing unexpected situations

· Displayed trustworthiness through all financial transactions  
Community Service: Red Cross Administrative Duties, JAG Office, Warner Robbins AFB, GA, May 2002- August 2002
· Increased the organization’s efficiency by organizing case files and by keeping accurate data records
· Coordinated and prioritized the daily activities of judge advocate generals
· Efficiently transcribed high level security documents and cases 

	Skills:

	· Intro to Information Systems in Business Computer: concepts and information technology in business including hardware and software concepts, fundamentals of information systems, telecommunications, and business-related software packages
· Proficiency in a variety of computer applications, including word processing, spreadsheet, tables, graphs and power point
· Fluent in working and speaking Korean and can accurately relay business information and translations

	HONORS/

ACTIVITIES:
	· Korean Undergrad Student Association, 2002
· Hope Scholarship                            
	· Full Gospel Church of Warner Robbins, 2004-2008
· Liberty in North Korea, (Link), 2006
· Korean Honor Scholarship Recipient


