Pauline A. Dicy


Apt 1126 Gold Tower, 386 Mannyeon Dong, Seo-Gu, Daejeon, South Korea, 302-150  ♦  010-3400-9798  ♦   pdicy@hotmail.com
PROFESSIONAL ACQUIREMENTS

Work Experience

English Teacher in Korea:

· Responsible for students development in the areas of vocabulary, grammar and conversation.

· Organized and structured classes for students with varying levels of English comprehension.

· Provided monthly or bi-monthly reports on each student’s strengths, weaknesses and accomplishments.

Quality Assurance Specialist:

· Efficient with learning new material in a short time and then applying this knowledge to coach my team to prepare them for new procedures, software, hardware, or clients introduced to our company.

· Trained and instructed new employees by introducing them to the company, and the services provided, ensuring that they had the knowledge and skills to perform their job.

· Monitored all Technical and Customer Support staff to ensure quality standards were upheld for all clients.  

· Coached all support representatives on various skills such as problem solving, customer relations, listening, attitude and on many aspects of computer and internet troubleshooting.

Computer Technician and Customer Service:

· Provided customers with solutions to any issue they may be having with regards to the internet, software and hardware.

· Presented the information efficiently and accurately to the customers, while maintaining an acceptable call time and ensuring one call resolution.

· Contacted customers to verify that their services continued to work properly and to answer any further questions they may have about their service or the company thus maintaining/ensuring a strong customer service relationship.

Technology Experiences

· Operating Systems:  All Windows operating systems.  Mac OS 7.6 and above

· World Wide Web:  Hosting, Web Page Development and Maintenance, and internet. 

· Software:  Ghost, Microsoft Office (Word, Excel, Power Point, and Access), Corel Office Suite (Word Perfect, Presentations, Quattro Pro, and Paradox), 

·  Valuable experience in maintenance and troubleshooting of internet related issues, networks, computer hardware and software.

·   Assisted in the optimization of computer labs by re-wiring the room, setting up computers, performing software and hardware upgrades. 

Volunteer Experience 

· As a volunteer at Daeduk Hanbit Church such duties include assisting mentally disabled students participate in worship services and special events.

· Participated as a member of an organization called X-project for three years whereby travelling to surrounding communities and providing academic assistance and mentoring support to students.

· Through out High School and University I tutored friends and peers in various areas from Mathematics, Computer Sciences, and Sciences.

EMPLOYMENT HISTORY

03/2005 – Present
Korean English Teacher
       English Academies in Daejeon

02/2003 – 03/2005     Quality Assurance Agent               Advantage Communications

08/2001 – 02/2003     Technical Service Representative Advantage Communications

03/2001 – 06/2001
Network Support Specialist
Dept. of Education, PEI  

09/1997 – 04/2000  
Computer and Library Assistant
St. Francis Xavier University, NS

10/1997 – 04/1999 
Student Intern
St. Francis Xavier University, NS

EDUCATION

TEFL   Certification 

(100 Hour)
The International TEFL Corporation
February, 2005

Online Correspondence

Network Administrations Diploma 
Career Skills College – Charlottetown, PE, Canada
October, 2000

Bachelor of Science – Mathematics and Computer Science
St. Francis Xavier University – Antigonish, Nova Scotia, Canada
May 2000
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