Mable (Mei Po), Fung
Address: Hwajung Station (Line #3) , Goyang-Si
Skinegg8@yahoo.com.hk
(82)10-5280-6529 Mobile

Objective

At my previous administration experience and as a department supervisor, those positions enable me to provide my best leadership and management skills to my companies and customers. I am challenged to be creative, multi-task, and most of all, organized. I am a self-driven leader with excellent communication and interpersonal skills who effectively collaborates with all level of staff members and develops quality relationships with my customers.
Education & Certifications 
Bachelor of Science (2002) Major: Business Management-San Jose State University, 

                                               San Jose, CA, U.S.A

High School Diploma (93-98): Mills High School, Millbrae, CA, U.S.A
Certifications: (1) Completion of Japanese Course Apr. 2004-Oct. 2005(Inter-Cult Japanese Language School, Suginami-ku, Tokyo, Japan)
                          (2) Completion of Level 1-3 of Korean Course Apr. 2007-Dec. 2007 

                               (Yonsei University Korean Language School, Seoul, Korea)
Awards: 2004 & 2005 Japanese Speech Contest Class Representative Award, 

                2005 Japanese Speech Contest Outstanding Award
Skills & Languages
Computer Skills: AS 400, Windows, MS Word, 10-key, Excel, PowerPoint, Internet
Foreign Languages: Fluent in English, Japanese, Cantonese and Chinese

                           Conversational level of Korean
Professional Experience
Import & Export Executive (Contract), Logistic Department-Nov/06-Feb/07

Shimadzu(Hong Kong) Ltd., Tsim Sha Tsui, Hong Kong  (852) 2375-4979
   -Prepare full set of shipping documents
   -Prepare LC and other bank documents
   -Contact with China branch offices for shipping status
   -Provide administrative support to Japanese Managers
Public Relations Supervisor – Jan/06-Aug/06
Oak Hong Kong Ltd., Central, Hong Kong  (852) 2868-9797
-Prepare local and overseas  exhibition events 
-Handle customers’ enquiries
- Contact with Japan companies for business enquiries
- Develop Marketing plans 
- Provide administrative support to Japanese Managers

Shipping Supervisor, Shipping Department -- Jun/02-Mar/04

Wilco Imports, So. San Francisco, CA USA  (650)952-5900

- Lead a team of 3 members in the Shipping Department

- Report daily shipping status to CEO and managers
- Arrange shipping appointments

- Quoted the Routing/LTL/Volume and regular freight costs
- Prepare Bill of Ladings

- Track packages for customers
- Confirm daily “Must-Ship” products were shipped from the warehouse

- Print shipping labels (UPS/FedEx, etc.)

- Handle general office duties / customer service, met clients
Data Processor, Shipping Department – Jun/01-Feb/02

Keeco, Inc., So San Francisco, CA U.S.A (650) 872-0707
- Input shipping orders into customers’ database

- Arrange shipping method

- Assign packing and shipping instruction

- Process simple EDI

- Handle general office duties / customer service

Data Processor, Accounting Department – Jun/00-Apr/01

Office Team (Black Mountain Spring Water), San Carlos, CA U.S.A (650) 595-3800
- Input shipping orders into customers’ database

- Handle account receivable
- Check and balanced customers’ payments
- Handle general office duties / customer service
Other Experience
Group/Private English Tutor – Nov/04-Step/05
EigoPass, Suginamiku, Tokyo, Japan (090)5435-8381 www.eigopass.com
Private English Tutor – Jun/99-Mar/04

Mrs. Jill Mo, Burlingame, CA U.S.A (650) 307-2163
Teacher Assistant – Apr/98-Aug/99

Kumon Tutoring Center, Burlingame, CA U.S.A 
Other Details
Recommendation letters from: 1) Eigopass  2) Wilco Imports 3) Shimadzu Ltd.
Desired salary: 2,000,000/month 

Visa type: No visa in present but will get F-2 visa around May

 Nationality: U.S.A
