Jenny Suh
3003 Mojave Drive, W. Sacramento, CA 95691 
951.329.7868 • Email: jennyxsuh@gmail.com

	Objective
	Seeking employment with an agency in Korea for an opportunity to teach English for a long term.

	Experience
	01/10 – Present               Moss Adams, LLP, Executive Administrator
· Handled all Business Assurance Department relations.
· Processed financial statements, SAS reports, and all other Accounting Services.

· Executively administered day to day activities for multiple partners including the Office Managing Partner of the Firm.  

· Utilized tax related programs such as PFX and PI Campus.

· Assisted in various projects within the Human Resources and Internal Accounting sectors.
03/09 - 09/09                  Citibank N.A., Domestic Bank Adjustments Clerk
· Maintained 5 major General Ledgers; cleared and opened all input cases for transit, inclearing, and return items.

· Processed Multi-functional cases – Client escalation, forgery, warranty indemnity claims.
· Participated in all department functions from research to bank to bank adjustments.  

· Utilized SAR, OnDemand, ASYS, and Filenet systems.

06/07- 09/08                   RBI Southern California Inc., Office Administrator  
· Recruited Junior Agents.

· Submitted and responded to inquiries regarding positions available within the firm to complete teams of head brokers.

· Maintained (5) Southern California offices – Irvine, San Diego, Palm Desert, and West LA.  
· Performed light accounting while coordinating with corporate headquarters in Arizona, along with marketing research, and human resources support.

· Processed commission vouchers - approved documentation of commission and coordinated with accounting to ensure agents received payment. 
· Worked side by side with President of firm to complete projects and day to day administrative tasks.

06/06 - 06/07                                WJ Inc., Corporate Coordinator 
· Created multiple DBA’s – (2) branches of small businesses.

· Complied with City Hall regulations and submitted paperwork/ plans regarding new space as tenant and obtained licenses regarding the opening of a new business.

· Coordinated with landlord of both buildings to ensure all tenant improvements were processed.  
· Worked hand in hand with construction companies to complete all tenant improvements/upgrades.
· Accounts payable and receivables.


	Education
	06/2001 – 12/2010                            University of California, Riverside
· Major in Education with minor in Ethnic Studies 
06/1998 – 06/2001                         Davis Senior High School, Davis CA   

· Obtained Diploma in General Studies
              

	Skills
	· Excellent verbal and written communication skills.
· Proficient in Microsoft Excel, Word, Power Point and Outlook.

· Strong analytical and problem solving skills.

· Detail oriented and very thorough.

· Experience working with teams or individual contributor.

· Fluent in Korean.
· Types 75 WPM.


