	Name
	:
	 Clare Hae Min Jang

	Address
	:
	부산 광역시 수영구 민락동 현대하이페리온 101동 705호

	Mobile No.
	:
	01086920941

	E-mail
	:
	clarej0615@gmail.com

	Visa Status
	:
	 Citizenship in Australia


	CAREER OBJECTIVE


· To obtain a challenging position with an opportunity for growth in the fields of retail, where use of my knowledge and experience can be developed and broadened.

· To work in an environment that inspires continual personal and professional development to fulfill my needs and aspirations.
	EMPLOYENT HISTORY


	Date
	June 11 ~ Current

	Company
	Martin & Savage Pty Ltd

	Title
	Assistant Accountant / Full Time 

	Duties
	· Pay PAYG withholding and Payroll Tax
· Prepare Business Activity Statement
· Maintain and reconcile general ledger
· Bank/ account transaction Reconciliation
· Maintain accruals and depreciation (for asset)
· Manage cash flow
· Handling Account Payable  (including month end prepayment via EFT/Cheque)
· Process of payroll
· Prepare month end report 


	Achievements
	· Gained more practical experience of accounting
· Learned how to manage & corporate with other people more effectively



	Date
	March 10 ~ May 11

	Company
	Gem Gallery Pty Ltd

	Title
	Assistant Accountant / Full Time 

	Duties
	· Record all invoices using access and MYOB
· Prepare Business Activity Statement
· Input payroll 
· General ledger maintenance/reconciliation
· Currency hedging
· Manage cash flow
· Bank/ account transaction Reconciliation
· Handling Account Payable/Receivable 


	Achievements
	· Broadened practical knowledge of accounting
· Sharpened an attitude for attention-to-details
· Learned effective time management skills


	Date
	Oct 09 ~ Jan 10

	Company
	Mink Fashion

	Title
	Sales Assistance / Part Time

	Duties
	· Customer Service
· Sales Training
· Merchandising
· Shop Display
· Handling Casher
· Stock Taking 


	Date
	Feb 07 ~May 08

	Company
	Missy Taxation

	Title
	Administration / Part Time

	Duties
	· Customer Service
· Reception
· Data entry
· Book Keeping
· Administration
· MYOB


	Achievement
	· First work experience in Office


	Date
	Nov 04 ~ Nov 06

	Company
	Valley Girl Clothing Co.

	Title
	Sales Assistance/Second in Charge

	Duties
	· Customer Service
· Sales Training
· Organising Shop Display
· Merchandising
· Altering Clothes
· Handling Casher
· Stock Taking


	Education


	University of Sydney
	· Mar 2004 ~ Feb 2009
· Double Degrees
Bachelor of Commerce (Majors; Accounting and Commercial Law) / Bachelor of Arts (Majors; Japanese and Asian Studies)
· University study - Korean, English, Japanese (Fluent – speaking, reading, writing)


	Presbyterian Ladies

College Croydon
	· Jan 2001 ~ Dec 2003


	SKILLS



	Computer Skills
	· Advance
· Microsoft Office application (Word, Excel, PowerPoint, Access)
· MYOB, SYBIZ, AREL, Microsoft NAV

	Other Skills
	· The ability to work as part of a team
· the ability to maintain composure in stressful and high pressure situations
· Organizational skills


	Reference


	Jennifer L.
	· Finance Manager




*Reference upon request
