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Profile

CELTA certified ESOL teacher.  Two years of full-time experience teaching a wide variety of ages and levels. Long term experience administrating IELTS exam.  Proficient with all aspects of Windows-based PCs, including software, hardware installation and networking.

Education

	B.A. Philosophy

June 2004
	UNIVERSITY OF CALIFORNIA, SANTA BARBARA


Studies included the philosophy of ethics, logic and intensive Japanese study.

	CELTA Certification

June 2007
	INTERNATIONAL HOUSE SAN DIEGO


An internationally recognized intensive course in the principles of up-to-date communicative teaching methodology, including 6 hours of observed classroom experience.


Skills

	· Taught all levels and skills

· Experience teaching young children

· IELTS and Cambridge FCE,CAE test preparation.

· Planned curriculum for ESL courses.
	· Invigilated IELTS Written Exams.  Marked Listening and Reading exams.

· Proficient with MS Windows, Office, Photoshop, Linux and small business networking.


Employment

	Full Time ESOL  Teacher

International House/Kaplan

Aspect

2725 Congress St. 2M 

San Diego, Ca 92110 

(619) 299-2339

July 2007 – September 2009
	· Taught full course load of 25 hours per week.

· General Intensive English (elementary – advanced levels)

· Test preparation: First Certificate Examination and Cambridge Advanced Examination and IELTS preparatory courses, both in group and one-to-one settings.

· Elective courses: business, film, writing, idiom and slang, literature, and conversation

· Designed curriculum for future courses offered.

· Taught young learners as well as private courses with children aged 5-10

· Organized and chaperoned after school activities with students.

	IELTS Administrative Assistant

International House/Kaplan

Aspect

2725 Congress St. 2M 

San Diego, Ca 92110 

(619) 299-2339

August 2006 – September 2009
	· Invigilated candidates on test day for the International English Language

· Testing System (IELTS).

· Marked answer sheets for listening and reading portions of exam.

· Data entry for test registration.

· Trained as test day administrator with responsibility for:

· Opening the school

· Checking-in candidates

· Resolving conflicts

· Maintaining strict confidentiality required for the IELTS exam.

	Conflict Resolution

Coordinator

The UPS Store Global Corporate Office

6060 Cornerstone Court West

San Diego, CA 92121 

(858) 455-8800

August 2006 – September 2009
	· Effectively managed conflict resolution process, including setting up meetings, interfacing with legal department, leading conference calls, writing letters and communicating with all invested parties.

· Responsible for making decisions on financial resolutions to difficult conflicts.

· Responsible for handling various special projects including:

· GWI Software Platform rollout:  tasked with working with each company department to tailor software to their needs; planned and taught a separate training session for each department in company computer lab.

· Reference Guide:  responsible for compiling a reference guide for our franchisees with department descriptions, contact information and general tips.  The guide is now handed out to each franchisee and employee when they come on board and is also posted on our internal website.


