Leena Jeon

Address: 10711 Meridian Ave North APT #307B

Seattle, WA 98133

Tel: (206) 779-9749

E-mail: dlsdus41@hotmail.com
________________________________________________________________________

EDUCATION
Bachelor of Science (BS) in Chemistry

University of Washington in Seattle, WA - June 2010
Associate in Arts and Science (AAS)
Shoreline Community College in Shoreline, WA - June 2007     
________________________________________________________________________

KEY SKILSS & ABILITIES
· Office Package Skills: MS Word/Excel/ PowerPoint/Outlook Express
· Computer Skills: Proficient in Adobe Creative Suite software (Photoshop)

· Nearly 2 years English teaching experienced in both USA and South Korea.

· Knowing General office functions and having 8 years office work experience
· General Office Skills: office management, file maintenance, type 60 wpm, multiline telephone, copier, facsimile machine, etc.

· Prepare documents on researched information, able to record details, excellent organizational and record keeping skills
· 6 years experienced insurance sales and customer service representative highly expert with influencing target prospects to arrive at a final purchase decision

· Lab Skills: 5 years of lab experience in Chemistry, have excellent organizational skills and responsibilities preparing and maintaining labs
· Good analytical skill, highly motivated, detail-oriented, friendly and efficient at multitasking

________________________________________________________________________

INSURANCE/CLAIM TECHNIQUES

· Deal directly with policy holders following accidents and/or vehicle thefts
· General Claim Skills: claims reports and documentation, policy interpretation, WA auto/home/business insurance regulations, maintain and obtain insurance records information from individuals, review data on insurance applications or policies, review insurance policies to determine appropriate coverage, transcribe spoken or written information
· Bilingual/Translation Skills: Handled and helped all paperwork and claim conversations between policy holders and insurance company claim adjusters
___________________________________________________________________
LAB TECHNIQUES

· General lab skills: DNA cloning, ELISA, PCR, DNA extraction from the gel, Standard solution preparation, pH meter, working experience with hazardous materials

· Analytical: sample preparation, making standard solutions, titrations, maintaining laboratory reagents, performing routine laboratory equipment

· Organization: keeping clearly organized and updated lab notebook for patent purposes

________________________________________________________________________
EMPLOYMENT & TEACHING EXPERIENCE

ESL/GED Lab Teaching Assistant/Secretary
Shoreline Community College, Shoreline, WA, USA        (September 2006- June 2007)
· Assisted instructor with planning and grading lessons and homework in ESL classes
· Assisted in the computer lab instruction of ESL/GED students

· Established several database/spreadsheet report processes using Excel

· Provided tutoring assistance utilizing computer based language programs for students to improve English writing, grammatical, and test-taking skills
· Helped monitor and discipline the classroom

Full-Time English Teacher, In-Cheon, South Korea   (September 2003 – March 2004)

· Taught English as a full-time teacher to Kindergarten, Elementary and Middle School students

· Mainly in speaking (pronunciations), writing, reading and speaking
· Taught English grammar to Middle school students

· Designed class format and curriculum

· Advised and did counseling with parents of students

Sales management/Assistant Service Coordinator/Secretary, 
Allstate, Kwon John Agency, Edmonds, WA, USA 
(March 2001 – August 2003, April 2004 - September 2006)                                                                    
· Nearly 6 years insurance sales, customer service and office management experience in the insurance industry

· Calculated premiums, refunds, commissions, adjustments and new reserve requirements, using insurance rate standards, solid background in premium auditing, skilled in developing online policy systems
· Interviewed clients and took their calls in order to provide customer service and obtain information on claims, take care of clients insurance and financial services needs

· Skilled in policy interpretation, processing applications, preparing information for client appointments, answering phones, taking claim reports, taking payments, filing, administrative duties and marketing
· Supported between policy holders (especially who has language barrier) and claims adjusters in processing auto/home insurance claims

· Accounting handling 

· Mainly performed different customer service related activities
· Maintained database of office and clients on daily basis
· Hire and train new staff on auditing guidelines and procedures

Medical Records/Receptionist, Dr. Kim’s Office, Edmonds, WA 

(January 2000 - March 2001)
· Skilled in filing of medical records, documents; overall maintenance and retrieval of the medical record

· Assemble and stock medical supplies

· Conducted, performed high organization

________________________________________________________________________

PERSONAL INFORMATION
Female; U.S. citizen; Korean-American (Ready to apply for F4 visa); 
Fluent in both English and Korean (Bilingual, written & spoken)
REFERENCES
Ruthann Duffy

ESL/GED Instructor and Coordinator
Shoreline Community College

16101 Greenwood Ave N

Shoreline, WA 98133

Ruthduffy@shoreline.edu
rduffy@shoreline.edu
206-533-6624
