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SUMMARY OF       • Cooperate with others/customers and establish long-lasting relationships
QUALIFICATIONS    • Bilingual – fluent in English and Korean
                      • Readily adaptable to new places and changes and possess strong leadership and teamwork
                      • Organizational skills, multi-tasking abilities, and self-managing to meet goals 
                      • Proficient with Microsoft Word, Excel, PowerPoint, Access, Photoshop and HTML
                      • Highly analytical with ability to implement decisions and set priorities to achieve 
                       objectives
                      • Competent in web search, written/oral communication, records management, 
                       proofreading and editing
EXPERIENCE     After School Teacher            Korea, Gyeonggi Do, Ilsan, December 2009 – present
· Shinchon Elementary school (Public)


      • Teaching students English 


      • Guiding students with reading, writing, grammar, listening and speaking

                     • Generating students’ interests with activities, English games and etc.

                    Sales Representative/Marketing Coordinator                   July 2008 –July 2009
                      - Frisco International Ltd., Dallas, Texas
                     • Provided exceptional service and information to retail store customers and resolved 
                      merchandise questions
                     • Entered customers’ orders into computer system
                     • Wrote minutes of daily Sales Department meeting and created letters, reports, and forms in 
                      MS Word and Excel
                     • Collected past due amounts from customers and manage large sums of collections as well 
                      as the inventory
                     • Selected as a member of the Mass Market Project group – Created power point 
                      presentations, merchandise specs sheets, introduction letter, and brochure for broker and 
                      national sales representatives. Discussed and designated the right amount of 
                      discounts/commissions for sales representatives via meeting with broker and other team 
                      members. Documented the process and data of the project to keep records. 
                     E-nopi Teacher                         Dallas, Texas, September 2007 – May 2008
                     • Taught math, English, and Korean
                     • Tested students’ intellectual level, provided exercise books and encouraged students
                     • Graded students’ exercise books and solved wrong problems together 
                     Private Tutor - Elementary students, Adult general conversation, Korea, 1 year
                     • Taught elementary school students English and math
                     • Led general conversation lessons – adults and college students
EDUCATION       University of Texas at Dallas, Dallas TX            
                     • GPA in major: 3.75 (4.0 = A)

                     • Major: Business Administration - International Business Concentration


                     • Bachelor of Science in Business Administration degree, May 2009 

ACTIVITIES       • University of Texas at Dallas Dean’s list – Honor student recognition
AND HONORS     • Korean Undergraduate Students Association’s (KUSA) – Participated in social activities, 
                     and volunteer works, May 2005 – May 2009
                     • MOS Master 2003 certificate – October 2009
                     • Volunteer work in Dallas Korean school – Taught students English and Math,           

                      Dallas TX, December 2006 – December 2007



      • Volunteer work in Galhyun Senior Welfare Center – Documented lists of activities 

                      within the center, helped and led elders to participate in center programs and activities – 

                      Seoul, October 2009 – November 2009
                     • TESOL certificate – February 2010
