3 Dilworth Crescent
Toronto, Ontario

M4K 1Z5
(647) 832-6252
diep_ml@yahoo.ca
EDUCATION:

University of Toronto (St. George Campus)

Bachelors of Commerce and Finance 
    September 2002 – May 2006
· Graduated with distinction
· Awarded the Millennium scholarship, 3 years in a row
Global TESOL College
International English Teacher Certificate in TESOL                                                                June 2006                                   
Foundation TESOL Certificate                                                                                                 June 2006 

Chung Wah Chinese School

Graduated second place in class



    

       
         June 2002

Canadian Securities Institution

Canadian Securities Course Candidate




     

      March 2010

SUMMARY OF SKILLS:


· Two years of overall ESL teaching experience teaching elementary and middle school classes
· Excellent communication, management and interpersonal skills
· Fluent in English and Chinese with knowledge of French
· Excellent work ethics, quick learner, great problem solver, trustworthy and hardworking
· Excellent time management skills and ability to multitask 

COMPUTER SKILLS:

· Proficient in all Microsoft Windows Operating System versions including 7/Vista/XP/ME/2000
· Proficient in many computer software suites including Lotus Notes, Microsoft Word, Microsoft Excel and Microsoft PowerPoint
· Typing speed of 70+ wpm
GENERAL WORK EXPERIENCE
CIBC Mellon                                                                                         November 2008 – February 2011
Client and Advisor Specialist

· Received instructions from clients and input trade details according to established guidelines
· Ensured all trades were valid and advised clients immediately of any discrepancies with counter parties in order to minimize settlement delays 

· Contacted fund companies monthly to request statements to reconcile the fund company’s holdings

· Conducted daily and monthly fund pricing for various financial institutions

· Prepared various reports for daily statistics of the group for the different departments to review
Royal Foodland






    September – December 2008
Assistant Supervisor






   August 2010 – February 2011 
· Managed and maintained the convenience/grocery store’s daily operations 
· Established strong relationships with the supplier through understanding, honesty and mutual aid

· Built customer relationship by providing excellent service

ESL AND GENERAL TEACHING EXPERIENCE

Ukok Middle School and Tae Wah Elementary School (South Korea, Ulsan)     Sept 2007 – Sept 2008 
GnB English School (South Korea, Ulsan)
   


    
  July 2006 – July 2007
ESL English Teacher

· Used pre-established textbooks to teach ESL English to elementary and middle school students 
· Modified lesson plans to integrate and adapt to the students’ various learning styles and abilities


· Designed interactive and enjoyable exercises to teach students about discipline and teamwork 
  
Riverdale Collegiate Institute



           
      
    Academic years 1999 – 2002

Math and Science Tutor



    
      
                 Academic year 2004

· Diagnosed students’ learning abilities and created individual learning plans based on their needs


· Ensured that students understood and answered homework questions
  

· Supervised remedial exercises and homework

VOLUNTEER EXPERIENCE
Yonge Street Mission






         December 2008 – Present 
Mentor/Volunteer
· Assisting students with career guidance and development.
· Volunteer on various occasions to help serve the community
Ae Ah Won Orphanage (South Korea, Busan)


 
     December 2006 – Sept 2008
Volunteer

· Organized and led various interactive activities and games to build relationships with the children
· Provided English lessons on an as-needed basis
University of Toronto






    September 2004 – May 2006
Big Buddy Mentor program, Commerce

· Interacted with newly admitted Commerce students by answering their questions in order to make their transition into university as comfortable as possible
· Provided feedback to organizers in order to improve future events
Riverdale Collegiate Institute





     December 2005 – May 2006
Teacher’s Assistant, Accounting
· Assisted with the supervision of the students and the students’ evaluations

· Created a teaching plan and used it to single-handedly teach a class of more than thirty students
REFERENCES:  

Available upon request 
MYLEANG DIEP











