Phillip B. Yu

Blue Villa 302, 18-28
Chongdam-dong, Kangnam-Ku
 Seoul, Korea
 Cellular Phone: 010-2018-4844
PhillipY204@hotmail.com
OBJECTIVE:
To obtain a position and be part of a team with a company that teaches English as a second language.
EDUCATION:

Bachelor of Science, Business Administration






University of California, Riverside

             March 2002

Related course work: Marketing, Computer Science, Corporate Finance and Investment, Management Science, Financial Accounting, Cost Accounting, Income Tax Procedures, Bookkeeping, Auditing

EMPLOYMENT:          Assistant Manager 




 



Epson Dining 





March 2005 to
Long Beach, CA




              April 2009
· Daily duties included involvement with the entire ordering process from receiving and processing orders and ensuring that the execution and delivery was to customer satisfaction.
· Responsible for numerous cash transactions for the duration of the shift.
· Oversaw employees to ensure smooth running of day to day operations.



Administrative Assistant 





Cocomo Apparel, Inc. 




October 2002 to
Los Angeles, CA                        



February 2005
· Processed invoices and managed accounts with monthly sales totals of over one million dollars
· Completed all work in an efficient manner to keep within time constraints and meet daily deadline requirements
· Assisted with computer setup, installation, and program maintenance
COMPUTER
Knowledge of Windows XP and Vista. Working knowledge of MS 
SKILLS:
Word, Excel, Internet Explorer, Spreadsheets for Accounting,                  Quickbooks

LANGUAGE



SKILLS:

Able to read and speak conversational Korean
HONORS &

Dean’s Honor List for outstanding scholarship

ACTIVITIES:

Intramural Sports – Softball, Volleyball, Basketball, Football
REFERENCES:
Available upon request.
