MARIA-ZORAYA TUZON

3247 Adelanto Lane

San Jose, CA 95135

Home: (408) 531-9561
Mobile: (408) 624-6380
E-mail: maria.tuzon@gmail.com
OBJECTIVE

To obtain full-time employment as an ESL teacher in South Korea and to creatively contribute to the development of the students’ oral and written knowledge of the English language. 
EDUCATION
   Seattle University, Seattle, WA

   Bachelor of Arts, June 2008

   Major: International Studies, emphasis in History and Chinese

   Major GPA: 3.46  
   Dean’s List for the 2006-2007 academic year
   Suzhou University, Suzhou, China

   Study Abroad Program, September – December 2007
   Completed Level 2 courses on Chinese Language and Culture

   PROFESSIONAL AND TECHNICAL SKILLS

· Reliable and dedicated to completing projects in a timely manner

· Positive attitude contributing to an amiable atmosphere  

· Able to work efficiently and resiliently in any type of environment

· Well-organized and detail-oriented
· Enthusiastic and fast learner
WORK EXPERIENCE

   Seattle Orthopedic and Fracture Clinic, Seattle, WA

                              April ​– June 2007, January – June 2008

   Medical Records Clerk/Phone Desk Assistant

· Provided quality client service to patients, insurance companies, and lawyers through e-mail, phone, and in-person communication

· Organized, filed, updated and maintained confidential medical records

· Daily use of fax machine, copier, and multi-line phone system

· Sorted and distributed office mail and electronic correspondence 

   Suzhou University, Suzhou, China






   September – December 2007

   Language Exchange Partner

· Interacted and helped develop the oral and written communication skills of two Chinese university students on a weekly basis

· Discussed American culture in comparison to Chinese culture

   Chatterbox Café, Seattle, WA






                        October 2004 – June 2006

   Barista


       

· Prepared bubble tea, coffee, and smoothie beverages along with sandwiches and entrées

· Provided quality customer service to a diverse clientele

· Cashier-trained and maintained professional appearance of the café

