Jennifer Yim
613 Cambria Street, Anaheim, CA 92801, (714) 501-3333                             jenxyim@gmail.com
________________________________________________________________________
EDUCATION: 

University of California, Los Angeles


Bachelor of Arts in Psychology                                                                  September 2006
Coursework includes: Social Psychology, Culture & Communication, Economic 


Principals, Communication Studies, Culture & Human Development, Research, Statistics 

and independent research project.

University of California, London

Study Abroad Program                                                                       Aug 2005 – Dec 2005
BUSINESS SKILLS:

Proficient in Microsoft Word and Excel in IBM-PC and Yardi Property Management   

EXPERIENCE:

Assistant Property Manager

JAMISON SERVICES, INC., Orange, CA
    

  March 2007 - present
· Handled and managed numerous building accounts regarding accounting, finances, and day-to-day operations.

· Provided support and services to tenants, prospective tenants and vendors. 

· Overlooked and managed the development of tenant improvement/construction projects. 
Insurance Coordinator / Office Assistant

DUCKETT-WILSON DEVELOPMENT CO., Los Angeles, CA    Jan 2006 – June 2006 

· Overlooked and handled the insurance details and activities of over 300 tenants ensuring proper insurance procedures and policies.

· Enhanced administrative skills and became proficient in the use of Goldmine and various property management and computer programs. 
· Provided clerical support for more than half of the members of the company. 

Intern

TWENTIETH CENTURY FOX, Los Angeles, CA                        Mar 2006 – June 2006

· Internship for the spring quarter in the Fox accounting department. 
· Organized the television scheduling and the accounting, budgeting and payroll expenses for Fox television shows. 
· Provided clerical and administrative support for the vice president of accounting. 
Teacher’s Assistant

FERNALD CHILD DAY CARE, UCLA, Los Angeles, CA           Sept 2003 – Aug 2004
· Assisted teachers in supervising children ranging from 2-4 years old. 

· Read, entertained and engaged in outdoor activities with the students.

· Aided teachers in preparing snacks, sanitizing and cleaning toys and organizing classroom activities and lesson plans. 

HONORS & ACTIVITIES:


Dean’s Honor List


Real Estate License


Tutoring


Anaheim Sister Cities Association Scholarship


Presidential Freedom Scholarship


Kiwanis Club recognition for Outstanding Achievement & Community Service

