Name: Jessica Wong



Country: USA


Date of Birth:  October 20, 1973

Available Start Date: September 1, 2011

TEFL  Certificate

BA  Degree

2 years experience in teaching at a public elementary school

___________________________________________________________________________________________________
EXPERIENCE

9/09 – Present
Sootaek Elementary School, Guri , Gyeonggi-do

Native English Teacher

(
Works with Korean co-teachers to provide English education to elementary students.
(
Creates lesson plans for Grades 3 through Grades 6 on related topics from the school curriculum.

(
Provides a positive environment in which students are encouraged to be actively engaged in the learning process.
(
Participates in multiple open class presentations for parents and other NET teachers.

1/08 – 7/09
Glocap Search & Co, New York, NY

Executive Assistant 

(      Provided temporary administrative support for high level executives, including scheduling and maintain calendar appointments, meetings, travel itineraries, process expense reports and ad hoc projects.

8/05 – 1/08
Rhone Group LLC, New York, NY

Executive Assistant
(
Scheduled and maintained calendar of appointments, meetings, and travel itineraries for investors.
(
Received and managed investor related requests on Rhone Fund III.

(
Maintained database of confidentiality agreements for New York, London and Paris offices.

(
Organized and maintain documents for NASD compliance.

(
Review expense reports from New York, London and Paris offices.

(
Assisted the Finance Department with updating various financial filings. 

4/05 – 8/05
Lazard Freres & Co., New York, NY 

Associate to Chief Information Officer, Global (temporary assignment through Glocap)
(
Provided support for CIO, Global and four Senior VP including Lazard Asset Management Technology Group
(
Scheduled and maintained calendar of appointments, meetings, and travel itineraries for CIO, Global.

(
Prepared and maintained departmental information, including timesheets, expense reports, contracts, and invoice payments.

7/02 – 3/05
New York Road Runners, New York, NY
Business Development Associate
(
Licensees: Day-to-day management of five licensee accounts, generating $190,000 in revenue.

(
NYRR Classes: Assisted in marketing of all NYRR classes; developed new class programs, commission 


payouts, reconciliation and customer service. Class revenues exceed over $400,000.

, demonstrations, and entertainment at Expo Stage and at NYRR  


booth; managed staffing schedule for the NYRR booth; developed and executed the “ING NYC Marathon 


Fashion Show featuring ASICS and Best Buy”; managed set-up for post-race merchandise sales at 


Tavern on the Green.

5/00 – 7/02
Smithsonian Magazine, New York, NY
New Media Marketing Coordinator

(
Assisted in consumer marketing projects in variety of media, including Internet, TV, space ads, 


and print production.  Monitored quality control and marketing effectiveness of all promotional materials.  

Analyzed results and profitability of all promotions.
Collaborated with partnership companies and affiliate museums on developing marketing strategies and materials; Coordinated creative development, printing, and delivery of materials with outside vendors and 


other Smithsonian departments.

EDUCATION
International TEFL Teacher Training

TEFL Certification, 100 hours, 2009
The French Culinary Institute, New York

Grand Diploma in Pastry Arts, 2008 
New York University, SCPS, New York

Certificate in Sports, Entertainment and Events Marketing, 2004
Hunter College, City University of New York
Bachelors of Arts, 1999, Media Studies Major 

SKILLS

· Highly proficient in Quark Xpress, Photoshop, Illustrator, Word, Excel, PowerPoint, Outlook and Lotus Notes 

References available upon request

