MELISSA HUANG
188 Walden Drive, Ottawa, ON K2K 2K7   |--(613) 592-6968   |    melissahuang87@gmail.com


PROFILE
Friendly and enthusiastic university graduate hoping to gain a deeper understanding of Korean culture by teaching English to children 
HIGHLIGHTS OF QUALIFICATION
· Friendly and adaptive personality
· Ability to communicate with diverse groups 
· Strong interpersonal and teamwork skills

· Ability to multi-task effectively and efficiently
· Patient and understanding individual
SKILLS AND WORK EXPERIENCE
Loblaw Companies Ltd. – Ottawa, Ontario 
2003 – present       Front End Customer Service & Cashier 
· Greeted customers in a friendly manner while providing excellent customer service

· Interacted with customers and staff in a professional manner to resolve conflicts
· Raised money as a team for the PC Children’s Charity to achieve our goal of $6,000

· Trained and helped supervise new employees in the daily duties of front end customer service/cashier
· Learned to deal with difficult customers appropriately, which led to responding to customers in a way limiting confrontation 

· Flexible and adaptive personality as demonstrated by my ability to work in a highly demanding customer service environment
Enterprise Rent-A-Car (Enterprise Holdings) – Ottawa, Ontario 
May 09 – Dec 09    Accounting Intern
· Took initiative to learn new programs and procedures during integration period and trained fellow colleagues
· Prepared weekly and monthly reports providing feedback to colleagues on collection efforts regarding owing accounts in their assigned divisions
· Analyzed employee and branch fuel expenses and generated monthly reports communicating discrepancies and errors to my supervisor

· Methodical and organized as demonstrated by my ability to effectively multi-task and prioritize under tight deadlines while maintaining a high degree of attention to detail
· Improved tracking records to provide efficient and accurate data retrieval of amounts owing by clients
YMCA Canada – Ottawa, Ontario 
2004 – 2005          YMCA Youth Leadership Program
· Planned and organized activities for birthday parties for children aged 5-10.

· Supervised and chaperoned activities and events at the YMCA such as gymnastic classes, games, and birthday parties

· Created daycare activities to keep children entertained while parents exercised 
· Clarified and enforced gymnasium rules during activity time

· Organized and held several fundraising events to help reduce the cost of sending kids to leadership camp

· Participated in numerous discussions regarding leadership, teamwork, peace building, the environment, and possible issues that could arise in certain situations 

Babysitter – Ottawa, Ontario 
2003 – 2004          Various Families
· Prepared, served, and fed meals to the children in accordance to specific allergies
· Regularly took the children out for walks to the park and local pool and maintained a watchful eye while they kept themselves entertained
· Attended to a special needs child which required incredible patience and understanding 

· Learned to effectively reprimand children when poor behavior arose 

· Assisted with children’s homework in subjects such as English, French, math, and science

EDUCATION

December 2009
Graduate: Bachelor of Commerce (Accounting) 


Carleton University, Ottawa ON

EXTRA-CURRICULAR AND VOLUNTEER WORK

· Volunteer – HOPE volleyball beach tournament

· Volunteer – Kingsway Arms at Walden Village Retirement Residence

· Member of Earl of March S.S. volleyball and track and field teams

· Member of Earl of March S.S. Concert Band
· Member of co-ed volleyball team with the City of Ottawa
