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EXPERIENCE
Future’s Best












              Present
TEACHER (Part-time)


( Preparation



-       Obtain/produce necessary materials.

-       Review materials

( Teach



-       Elementary 
-       60/90 minute classes

-        Reading, Grammar, and Writing.

( Administrative



-       Attendance

-       Syllabus
-       Evaluation/Comments/Consultations.

1:1 Corporate Conversational Tutoring

              





    
              December 2010
TEACHER (Part-time)


( Preparation



-       Select/Review current international topics/issues.

( Teach



-       Corporate Adult 
-       60 minute classes

-        Speaking and Grammar.

( Administrative



-       Attendance

-       Evaluation/Comments.

Samsung Engineering








                 September 2010 – October 2010
TEACHER (Full-time/4 Week Course)

( Preparation: Obtain/Produce/ Review


-       Curriculum
-       Tests
-       Supplemental materials

( Teach



-       Corporate Adult
-       120 minute classes

-       Business English, Grammar & OPIc

( Administrative

· Attendance
· 1:1 Consultations

· Evaluations

Little Genius School (LGS)








          March 2010 – August 2010
TEACHER

( Preparation: Obtain,/Produce/ Review



-       Curriculum

-       Supplemental materials

( Teach



-       Kindergarten



-       Circle Time
-       30 & 45 minute classes

-       English

-       Events, activities, and field trips.
( Administrative



-       Consultations with parents.
-       Student consultations with the Director.
Samsung Engineering










    May 2010 – July 2010
TEACHER (Part-time/10 Week Course)


( Preparation: Obtain,/Produce/ Review



-       Supplemental materials

( Teach



-       Corporate Adult
-       120 minute classes Mondays and Wednesdays.  60 minute class Fridays.

-       Business English & OPIc

( Administrative

· Attendance & Weekly Teaching Reports

· Evaluations

Pagoda













    January 2010
TEACHER (Part-time/One month position)


( Preparation



-       Obtain/produce necessary materials.
-       Review materials

( Teach



-       Adult
-       100 minute classes

-        Speaking, Listening, and Expressions

( Administrative



-       Attendance

-       Syllabus
-       Evaluation and comments for next level.
YBM International Academy Bundang, YBM Education, Inc.



              December 2008 – December 2009
TEACHER


( Preparation: Obtain,/Produce/ Review



-       Curriculum

-       Tests

-       Supplemental materials

( Teach



-       Elementary & Kindergarten
-       40 minute classes

-       Reading, Writing, Grammar, Science, Social Studies, Listening & Speaking, Drama, Debate & Discussion, Math, Vocabulary, Phonics, Songs & Poems, and Literary Circle
-       Winter & Summer Intensives and International Intensive Sessions

( Administrative


-       Attendance

-       Monthlies
-       Comments/Scores

-       Grading


( Special Projects

-       Spelling Bee

-       Speech Contest

ExxonMobil Global Services Company, ExxonMobil   Fairfax, VA 



                      December 2003 – April 2008
Meetings & Events Planner








          


( Downstream Headquarter:  6 Planners, 1 Manager.  

( Global/staff/training meetings, awards dinners, incentive programs, conferences, trade shows, etc.

-       Site Visit/Selection


-       Negotiation/Procurement
-       Forecast/Budget
-       Contract/Addendum
-       Logistical Planning (F&B, AV, hotel room reservations, flight reservations, teambuilding, entertainment, etc.)
-       On-Site Management/Execution
-       Invoice Reconciliation/Processing/Variance Analysis
-       Closeout of Project
( Averaged 65 projects per year.  
( Cost savings record of over $1M per year.
( Averaged $1M per year in revenue.
( Managed projects up to $500,000 budgets.
( Trained and incorporated new hires. 
( Oversaw and facilitated internal audits.
( Maintained vendor relations with national contacts.

( Advised/created all business standards, practices, and budgets.
( Department liaison with legal, procurement, controller, and accounting departments. 
( Acted as lead in special projects.  

( Internal clients ranged from management to Presidents.

( Received recognitions and awards.

( Ranked in the top 20 percentile in the company worldwide in 2005, 2006, and 2007.
Interstate Hotels & Resorts                                                                               


                             May 2000 – March 2003
San Francisco Marriott Fisherman’s Wharf   San Francisco, CA 



          

Front Office Operations Manager








          


( Full service, 285 room, union hotel.     

( Managed staff of 95 people.

( Implemented programs and managed daily operations:  front desk, concierge, bellstand, PBX, and housekeeping.  


( Administered to guest’s special requests, concerns, and accommodated groups.  


( Monitored and controlled daily revenues and expenses.  

( Ensured proper procedures and controls for each department.


( Managed staff:  interviews, scheduling, training, developing, empowering, coaching and counseling, performance 

   reviews, resolved issues, provided open communication, and appropriate discipline. 

( Organized and conducted staff meetings monthly.   
( Switched roles monthly for one day with sales managers.
( Other functions:  manager on duty, special projects, and attended essential meetings.  
The MUSE Hotel     New York, NY  
  








Rooms Manager
( Opening Team for 200- room, full service, luxury, boutique hotel:  

· Organized and assisted mass interviews/hires of opening staff.  

· Developed training programs/SOP’s and trained opening staff.  
· Aided in evaluating and purchasing amenity items for the rooms and public space. 
( Managed staff of 85 people.

( Oversaw operations with co-Rooms Managers:  front desk, concierge, bellstand, and housekeeping.  


( Managed staff:  scheduling, payroll, inventory, interviews, overseeing shift, attending operational meetings, 


    and conducting staff meetings.    


( Other functions:  overnight manager/night auditor when needed.  
Inn At Harvard & Harvard Square Hotel   Cambridge, MA





           October 1999 – April 2000
Front Desk Manager 


( Managed front desk, concierge, bellstand, and PBX at both properties totaling 186 rooms, and staff of 

                 approximately 20 people.  


( Performed as Manager On Duty for both hotels.  

( Special projects:  systemized and streamlined front desk checklists and forms for

   both hotels, implemented a voicemail system for management to communicate information to improve flow

   of service, and co-wrote the SOP for the front desk.  


( Prepared and conducted Front Desk Staff meetings, Front Office Supervisor meetings, and attended operational meetings.    


( Participated hands-on at the front desk.  

Millennium Broadway & Conference Center   New York, NY




   January 1999 – September 1999
Business Center Manager
( Full service, 627 room, union hotel.

( Managed staff of 8 people.
( Responsibilities entailed:
· Assisting staff in providing services to conference/event clients, hotel guests, and internal departments.   
· Payroll and scheduling.
· Special projects:  researching and replacing systems with Y2K capability, implementing Facilitator Kits and developing process of maintaining them, and creating/establishing process of providing office equipment rentals for our clients.
· Budget and inventory management, quarterly goals, and interview/hire staff.
· Attended and conducted:  operational, departmental, budget, P&L, staff meetings.
( Up to 500 people per group/event.
( Worked closely with Sales, Conference Services, Shipping and Receiving, Audio Visual, Telecom,

   Conference Planners, Concierge, Front Desk, Accounting, and Club Dining.  

EDUCATION
University of Massachusetts, Amherst   Amherst, MA







Graduated
BS in Hotel, Restaurant, and Travel Management








December 1998
CERTIFICATES & SKILLS
( Microsoft Word


     ( Micros

 ( Timesaver

     ( Talent Plus
          ( Frontline Leadership

( Microsoft Excel


     ( Marsha

 ( Delphi

     ( Elite
          ( Food Sanitation Safety

( Powerpoint


     ( Word Perfect
 ( Remanco

     ( BarCode
          ( Vidstar

( Lotus



     ( Tridata

 ( CLS


     ( TIPS
          ( Videoshow

( Property Mgmt. System (PMS)
     ( Fidelio

 ( Signature Training
     ( Fire Safety
          ( CPR
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