Jenny Lu

Asian-American

July 7, 1982

California, USA
Jlrk98@yahoo.com
 C: 002 1 510 919-8766

H: 002 1 510 533-9412

Objective:  To build my EFL experience and gain an understanding of the culture of the country in which I plan to work.
Qualifications:  

· Computer literate



    

· Strong analytical and problem solving skills

· Outstanding verbal and written skills

     

· Excellent organizational skills

Education and Training:

ITTT TEFL Certificate        June – July 2009

Pass Grade: B

Internationally recognized TEFL Certificate course, with a practical emphasis on teaching skills, language awareness, phonology and classroom management.

Bachelor of Science in Business Administration

California State University Hayward        Jan. 2005 – Dec. 2008

Pass Grade: 3.18

Employment History:

Accelerated Management Trainee

Household Finance, a member group of HSBC      Aug. 2006 – Feb. 2009

· Developed great interpersonal skills through training and mentoring new employees as well as conducting sales over the phone.
· Cultivated excellent organizational skills in meeting and exceeding sales quotas and using computer skills to develop and maintain client and company files.
· Fostered leadership skills organizing company wide philanthropic events and managing the office when Manager was absent.

Administrative/Marketing Assistant

Wilbur Smith Associates      Nov. 2005 – May. 2006

· Strengthen writing skills in preparation of marketing proposals and company newsletters and memorandums.
· Refined presentation skills in client meetings and trade-shows.
Administrative/Marketing Assistant

Concept Marine Associates       Jan. 2004 – Oct. 2005

Office Assistant

Connell Auto Center        Jun. 2002 – Nov. 2003

Languages:

· Cantonese




· Mandarin

· Vietnamese

· Basic French

References:

James Young

Manager of Household Finance, a member group of HSBC

jammygou@hotmail.com

(408) 464-8626

Brad Miks

Assistant Manager of Household Finance, a member group of HSBC

bammortgage@yahoo.com

(510) 573-4616
