Mr. Tracy Kramer

4824 E. 53rd St. – Apt. 508

Minneapolis, MN 55417-5005

1-612-616-7322

EDUCATION:

09/1990-

Northland College- Ashland, WI


12/1994

Bachelor of Science in Psychology

10/2002-

Ohio Institute of Photography and Technology

06/2004

Associate Degree in Fashion/Portrait Photography

CAREER SKILLS:

· Detail-oriented, efficient and organized professional.

-
Excellent organizational, analytical and interpersonal skills.

· Confident and poised in interactions with individuals of all levels and cultures.
· Innovative, Creative and Multi-task oriented. 
· Attentive and aware of surroundings as well as intuitive of others actions and excellent at reading body language.
· Reliable and dependable to perform all work duties in a timely and professional manner.
· Computer skilled in Microsoft Professional Software.
WORK EXPERIENCE:


BCM Language Institutes, Seoul, South Korea



English as a Second Language Instructor

 (July 2008-July 2009)
· Instruct non-native students with patience and fortitude to allow    

      students the ease of learning English communication skills.

· Develop instructional materials to enable students to learn comfortably within a difficult environment due to language barriers

· Document and retain progress reports of more than 90 students  

      while instructing 10 classes per day.

· Refer students to progress onto classes as they had shown  

      significant progress.


RETS College, Centerville, OH


Bookstore Manager




(Jan. 2006-June 2008)
· Plan, organize, direct and manage bookstore activities.

· Develop and implement bookstore operating procedures, and recommend appropriate related policies.
· Prepare and manage monthly, quarterly and annual bookstore budgets.
· Hire, train, supervise, and evaluate assigned personnel; direct staff in cashiering/accounting functions and in ordering textbooks, supplies, and related merchandise; and provide staff development for bookstore staff.
· Coordinate bookstore activities with other components of the college.
Georgetown of Kettering/Green Lawn Arbors, Dayton, OH


CSR/Assistant Manager



(Dec. 2002-Oct. 2005)
· Show properties to prospective tenants, negotiating rental/lease agreements.

· Resolve disputes including evictions, payment demands, deposit demands etc.

-    Perform reference and credit checks.
· Responsible for maintaining high occupancy rates and the   

      selection of tenants.

Shim-bun Foreign Language Institute, Busan, South Korea

Bok-wang Middle/High School, Busan, South Korea


GEOS International Language Center, Taipei, Taiwan


English as a Second Language Instructor 

(July 1998-Sept. 2002)
· Developed English International Educational curriculums in 

      pronunciation, grammar, comprehension, listening and speaking.  

· Documented student progress and improvement.

· Recruited and evaluated new students.
· Assisted students in the areas of transit for international education.
· Developed creative and innovative educational resources and tutorials to enable students to learn faster and eagerly. 
· Responsible to control and create a comfortable and interesting class environment regardless of language barriers. 
· Responsible for one on one lessons as well as large group lessons to ages ranging from preschool to adult.

OPAL Home Services, Inc., St. Paul, MN


Nekton/Norhaven, Inc. St. Paul, MN


Group Home Manager 



(Jan. 1995-June 1998)
· Manage home based group home for physically and mentally 

      disabled adults with severe behavioral issues

· Monitor and provide direct care services to clients in compliance with medical, company and facility based case plans

· Implement care plans to redirect and change negative behavioral problems
· Manage facility and client financial accounts
· Document and prepare reports for social workers, legal representatives, case workers and company managers
· Manage and train staff in facility operations such as physical restraints, behavioral management, medication administration, and crisis intervention and documentation
· Transport clients to medical appointments, personal errands and  

      therapy sessions, Maintain discretion of all medical and behavior         

      matters pertaining to clients and their rights
References available upon Request

