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Skills and Interest

· Multilingual and Fluent: English, Spanish, Korean and French 

· Outstanding interpersonal skills 

· Strong written and verbal communication skills

· High sense of integrity 

· Hard Working and Strong will  

· Strong Team player and individual contributor

· Proficient in IT skills-word, excel, power point and Internet 

· Travel, current news events, culture, languages, networking 

Education

     Northeastern University, Boston, MA                Graduated: May 2007
     Bachelor of Arts:  Journalism and Communication Studies 

Experience

      First Realty Management, Boston, MA

Marketing Coordinator/ Leasing Agent                                               May 2007- January 2009 
· Performed market research on surrounding competitors

· Interacted on a daily basis with broad group of clientele

· Promptly met incentive challenges and clientele needs

· Executed optimal marketing strategies to increase clientele
· Liaison between managers and clients 
· Attended weekly meetings with all levels of management to discuss current and prospective clientele needs and developed strategies to increase market 
     Swartz & Swartz- Attorneys at Law, Boston, MA

      Administrative Assistant




                      January - June 2005
· Performed administrative duties for attorneys, law clerks and legal assistants

· Handled multiple tasks and successfully met deadlines

· Interacted effectively with colleagues and partners

    Casa de Campo Resort, La Romana, Dominican Republic                      

      VIP Concierge Representative                                                                    December 2002- January 2003                                                               
· Liaison between VIP guests’ and upper management

· Organized VIP guests’ schedule and ensured their satisfaction 

