Jennifer L. Kirn 

828 Carnegie Ave ♦ Akron, Ohio 44314 ♦ (330) 962-9672 ♦ jkirn13@gmail.com

Highlights of Qualifications

· Twenty-one months overseas ESL teaching experience 

· Past work with a variety of ages and levels including Phonics, TOEFL and adult students
· Ability to develop a rapport with students of various ages and backgrounds
· Extensive travel within Asia showing an ability to adapt to different cultures
Education

I-to-I – UK

May 2011

Online TEFL Course

Grammar Awareness Certificate
Georgia State University– Atlanta, Georgia
August 2005

Bachelor of Business Administration; concentration in Marketing and Public Relations

Teaching Experience

Benjamin Academy– Suwon, Korea
2008-2009
ESL Instructor
· Class instructor for elementary and middle school students
· Worked with each class to improve the English level and participation of students
· Responsible for supervising students, promotion of a positive learning environment, and assisting with curriculum development
CDI (now Chungdahm  Learning) – Suwon, Korea
2008
ESL Instructor
· Instructed students using the given materials to practice reading, writing, listening and speaking skills
· Worked with beginning and advanced level students to improve reading comprehension and conversation skills

· Provided student updates for every class via website for attendance, homework, and weekly tests
Additional Experience

Carey Staffing – Akron, Ohio
2010
Customer Service Representative
· Responsible for set-up and maintenance of customer accounts and providing customer satisfaction through effective and timely resolution of outage and service inquiries
· Training in SAP and Lotus Notes

Sterling Jewelers – Akron, Ohio
2007-2008
Store Operations Secretary
· Provided administrative support for three Vice Presidents of Regional Operations

· Duties included daily interaction with internal and external customers, production reporting, maintaining calendars and travel schedules, formatting and distributing monthly reports, and providing additional support to District Managers

· Attended classes on the company mission statement, teamwork, and workplace diversity.  Also received extensive training in Microsoft Excel and Microsoft Word

Georgia State University Library – Atlanta, Georgia
2003 – 2006

Student Assistant, Special Collections
· Provide the labor archivist with assistance critical to the completion of projects, performing diverse administrative tasks, and providing materials to visiting researchers

· Exceeded job expectations by attending department events, displaying exceptional commitment to the department
