unji Jenny Ko                              Mobile: 010-3016-6356
                                                                 kej1109@hotmail.com

SUMMARY OF QUALIFICATIONS
(  Outstanding organizational and interpersonal skills; productive relationships by working efficiently with public, 
fellows, and staffs at all levels of organization.

(  Excellent team player with high-quality work ethic in completing team-based projects.

(  Quick learner who is committed to thrive in result-oriented environment to meet and exceed set goals; strong assumption of increasing responsibilities.
(  Solid academic background with Bachelor of Commerce concentrated in Accounting at University of Toronto
EDUCATION AND CERTIFICATIONS
Certified Public Accountant Candidate, administered by State of North Dakota                   August 2008

Bachelor of Commerce, Specialized in Commerce and Finance, University of Toronto            2002 – 2006
· Concentrated in Accounting; Major in Economics
· Relevant Coursework: 
Advanced Accounting


Canadian Income Tax I & II






Advanced Auditing Topics

Auditing, Computer Auditing

Business Finance


Quantitative Method for Business

· Victoria College Entrance Scholarship, University of Toronto, 2002

Teaching English as a Second Language Canada Certificate, Recognition Level 1              January 2007

COMPUTER LITERACY
MS Word, Excel, PowerPoint, and Outlook; MS Windows XP/VISTA; e-mail and Internet Applications

WORK EXPERIENCE
English Teacher, CSI Park Jeong Language Institute, Cheongju                        October 2009 – Present
· Teach Listening/Writing/Speaking classes to Elementary and Middle school students.
· Helped Supervising Foreign Teachers activities and administered academy’s online listening program. 

Data Entry Staff, BC Hydro, Burnaby                                              March – September 2009
· Customer Payments (Aug 18 to Sept 30): Process pre-authorized payment plan using SAP.
· SPOT Data Entry (Jul 23 to Aug 7): make sure data in Strategic Portfolio Optimization Tool is recorded and right. 
· Budget Data Entry (Mar 23 to Jul 17): entered budget data into PeopleSoft Budgets and Financials as well as helped Finance dept. with posting journal entries.
Bookkeeper, Kevin K.H. Kim Chartered Accountant, Toronto                                    2006 – 2007

· Posted records from checks and cash receipts, reconciled bank statements to books and prepared periodic payroll of over 100 clients’ files.
· Conducted thorough examination of clients’ financial source documents to assure that proper accounting treatment was applied, and that records were complete.
Store Manager, National Convenience, Toronto                                               2001 – 2006

· Oversaw daily operation of general retail store over 6 years; trained part-time employees, monitored inventory control and maintained exceptional relationships with suppliers and customers.
COMMUNITY ACTIVITIES
Sunday School Teacher, Grade 1 to 2, Garden Church, Toronto, ON                    2007 – February 2009
Outreach to India & Small group leader, Youth With A Mission, University of Toronto, ON          2003 – 2006[image: image1.png]



�








PAGE  

