





       









            

    

     Karen Tran


karentra@yorku.ca       




   40 Marathon Avenue 







     Concord Ontario, L4K 5G9

Home: (905) 832-7154

   Cell: (647) 998-7154
OBJECTIVE

An opportunity to educate and motivate students of English as a second language, by utilizing my experience working with children  
Summary of Qualifications 
Motivated quick learner with the ability to multitask. Takes initiative, outgoing and hard working. Responsible, whether working independently or as part of a team. Computer-literate. Adapts well to new situations and picks up new skills easily. 

EDUCATION



York University




September 2005 to June 2009
Bachelor of Arts, Honour of Sociology, minor in Psychology 
       

      
Vaughan Secondary School





  June 2005                   
Successfully obtained OSSD with honours
EMPLOYMENT EXPERIENCE 
Secretary





   May 2008 to September 2008

Remax Realtron Realty Inc.,  Brokerage 
· Answering the phone and taking messages for agents

· Typing listings for homes

· Greeting clients to the office 
Cashier







 May 2006 to 2008
La Vie En Rose

· In charge of cash flow and daily deposits to the bank

· Greeting customers as they enter the store 

· Assist with paperwork to head office 
Sales Representative
 


     October 2004 to March 2005  

Rainbow Jade
(self management)
  



· Knowledge about jades, gems and stones 
· Responsible for cash flow
· Developed retail experience and communication skills
VOLUNTEER EXPERIENCE


Forest Run Public School



           January 2008 to Present 
· Working with grade one and two students in a classroom environment
· Assisting the students with all subjects including math, English and science
· Reading short stories to the class from authors of the month
· Assisting the teacher in administrative task such as typing, photocopying and filing
Younge Street Mission
  



   June to December 2007
· Helps people living in poverty 
· Assisted in the day care department with preschoolers 
· Instructed children rules for activities  
· Engaging with children in crafts, games, story time and learning opportunities
OSAID (Ontario Students Against Impaired Driving) September 2004 to 2005                         Vaughan Secondary School
· Organize fundraising events to raise awareness
· Collected donations to the cause  

· Demonstrated leadership and team player skills 
COMPUTER SKILLS

· Proficient with Microsoft Word, Power Point and Excel
· In the process of familiarizing with Adobe applications
INTERESTS


In my spare time, I enjoy reading fiction novels, doing Sudoku puzzles, playing volley ball and tennis.  I also joined the Facebook Network that allows me to communicate and network with my peers. 

References available upon request

