Richard Jun

255 S. Grand Ave. #705, Los Angeles, Ca 90012

(310) 909-9241▪ RichardJun@gmail.com
EXPERIENCE 

LA Weekly






    
                                     (May 2008 – July 2008)

Business Coordinator Intern

· Responsible for monitoring the aging of receivables to determine if there was deterioration in the aging representing a possible credit exposure.

· Assisted in calculating the allowance for doubtful accounts/bad debt reserve based on aging categories using the Company’s reserve methodologies.

· Responsible for sending invoices to customers and vendors and performed call back procedures for overdue accounts.

DreamWorks SKG






    
             (February 2008 – May 2008)
Internal Audit Intern

· Assisted in reviewing and evaluating internal controls supporting financial, operational and compliance objectives.

· Maintained a log of royalty arrangements, specifying terms and payment dates and reviewed the log on a monthly basis to ensure that all royalty contracts had been incorporated into the royalty revenue and the related accrual.

· Prepared and reviewed the royalties receivable aging reports and communicated findings / potential risk areas to the Internal Audit Manager.

· Provided updates to the Audit Committee on the internal audit project statuses.

· Prepared logistical packets for selected field audits.

Merrill Lynch 









     (April 2006 – May 2006)

Financial Services Intern                                                                              

· Contacted prospective customers in order to present information and explain available services.

· Determined customers' financial services needs based on yearly annual revenue, and prepared draft proposals to sell services that addressed those needs.

· Developed prospects from current commercial customers, referral leads and sales and trade meetings.

· Assisted in evaluating costs and revenue of agreements in order to determine continued profitability.

· Reviewed business trends in order to advise customers regarding expected fluctuations.

SKILLS & ACTIVITIES

· Experience with SPSS & SAS research software.
· Proficient in Mac/Windows OS & Microsoft Office Suite (Excel, Word, Power Point)
· Native English speaker (U.S.)
· Conversational in Korean
· English Now! Speaking Club: Co-founded a non-profit self-supportive English conversation club for the UCLA Dashew Center’s international students. 

· Facilitated intercultural communication and understanding between persons of different languages & cultures Fostered the English language - open to everyone to improve their English conversation skills 
· Provided a platform for social activities and networking for native and non-native English speakers. 
· Promote an informal, friendly and tolerant atmosphere 

EDUCATION         

University of California, Los Angeles                                                                      

             Major: Sociology

Graduation Date: 09/2008

