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Jason McRaven
4116 N Kilbourn Ave (Chicago, Illinois 60641

jmcraven@gmail.com ( 773-427-7199
Summary of Qualifications

Skillful, dedicated, energetic ESL Teacher with extensive experience in developing a results-driven curriculum and delivering enthusiastic instruction. Establishes high expectations for students and continuously seeks out new ways to enhance instruction and learning through fun and entertaining ways. Deeply committed to improving student’s education with a strong passion for teaching and student success. 

· Expert interpersonal skills; builds a strong bond with students and colleagues to inspire a shared commitment to quality education.
· Skilled in instructing under a plethora of curriculum structures. 
· Proven track record for equipping children with the tools, resources, and knowledge to exceed individual goals. 
· Adept at developing and maintaining detailed administrative and procedural processes that improve accuracy, efficiency, and achieve organizational objectives.

· Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages.

· Proficient in Microsoft Office Suite, Microsoft Windows OS (98, XP, Vista), and Mac OS.
Professional Experience

Wales Language School (Suwon, South Korea)                                                   Jul ’08-Jul ‘09 

ESL Teacher
Native teacher at private English institute, specializing in preparing students for entrance exams.   
Resourceful and imaginative teaching professional highly trained in a wide array of teaching mediums.  Proven ability to maintain a well-disciplined and highly motivated classroom, all while promoting creativity.  Provide positive encouragement to ensure that each student succeeds.    

· Phonics teacher and developmental English teacher for children ages 7-17.

· Focused extensively on writing, reading, listening and comprehension.

· Facilitate proper usage of grammar with all students.

· Made conversational speaking and proper pronunciation a priority.

· Incorporated creative and thorough lesson planning according to textbooks.

· Weekly teaching hours ranging from 26-31 hours.

· Responsible for online and written homework grading.

American Society For Health Care Engineers (ASHE)-Chicago, IL
Dec ’07-June ‘08

Executive Assistant

Provide high-level administrative support to Project Manager of top healthcare facilities, which              specialize in engaging stakeholders in the creation of optimum healthcare environments.  

Perform a variety of key marketing and data base functions, addressing inquiries of current and potential members, communicating with marketing department regarding member and conference related initiatives. Collaborate with Director of marketing to oversee distribution and implementation of the “2008 Compendium of Architectural Displays” book and press releases for the 2008-2009 PDC Conference. Prepare written materiel for publication. Review copy to detect errors in spelling, punctuation, and syntax. Read page proofs to detect errors, indicate corrections, and confirm changes are made before print. 

· Critiqued, proofread and edited the writings of all ads sent for print and verbiage of weekly online newsletter.  

· Regularly met deadlines for critiquing/editing and known for being thorough and accurate. 

BlueBridge- Chicago, IL
May ’07-Dec ‘07

Technical Consultant

Served as a Technical Consultant for a local consulting company that specializes in International Marketing, International and National Sales, International Operations, Merchandising, Technology and cross-cultural communications for established brands and new products at a number of major corporations in the Americas and Asia. 

Consulted with clients to define the nature and extent of the project. Worked with senior management to receive feedback and determine needs assessments. Analyze statistics and other data; observe the operations on a day-to-day basis. Utilize knowledge of theory, principles, and technology of specific discipline or field of specialization to determine solutions. Prepare recommendations and write a report of findings. Create a basis of determining real, measurable means of judging impact of any recommended changes. Conducted in-depth business-development research and compiled results for formal oral presentations to the client. 

· Designed, coordinated, and maintained vital competitive technical analysis to facilitate implementation of an aggressive business strategy.

· Specializing in emerging technology that helps keep the company ahead and more informed of competing companies.  

Prudential Preferred Properties-Chicago, IL
Jan ’02-May ‘07

Administrative Assistant

Served as Administrative Assistant for three partners and over three hundred Real Estate Agents from 12 offices in the Chicagoland area.

Provided support to management by handling all routine and administrative work such as coordinating office services, proof reading reports, implementing properties onto website, maintaining records, tracing information, and organizing special projects. Communicate with counterparts in other departments and retrieve information through establishing a network. Read and condense lengthy documents.  

· Played key role in collaborating with Web developers to identify and define essential components of site functionality.

· Served on team that created short- and long-term department objectives in accordance with company goals. 

Educational Experience

Columbia College-Chicago, Il
Sept ’03-Dec ‘07

Bachelor of Arts in Film/Video (Writing, Producing, and Editing)

Skilled in a wide array of knowledge in film and television production.  Worked on many projects from inception to completion.  Effective at organizing and coordinating shots; experience using production equipment. Able to conduct script analysis and contribute to possible script changes. Knowledgeable with location sound recording, lighting, and Script Supervising.  Experienced with Avid, Final Cut, Adobe After Effects, Photoshop, Illustrator, and EP Budgeting/Scheduling. 
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