24831 STONEGATE LANE, LAGUNA NIGUEL, CA 92667

PHONE 949 338-4330   EMAIL  AMANDAWONG2144@GMAIL.COM
AMANDA WONG
OBJECTIVE
To acquire a teaching position in Japan

EXPERIENCE

ASSISTANT OFFICE MANAGER

GLOBAL EXCHANGE  ORANGE, CA— JANUARY 2009-PRESENT
Write up sales contracts, train new administrative employees, order office materials, create and distribute sales and financial reports, address customer questions or complaints, check potential buyer credit for loan approval, conduct communications to corporate office and supervise office workers in office manager's absence

ADMINISTRATIVE ASSISTANT

GLOBAL EXCHANGE  ORANGE, CA— APRIL 2008-NOVEMBER 2008
Provided executive and sales support, assisted in preparing  contracts and membership forms, informed marketing companies of daily sales reports, kept track of office inventory, prepared promotional gifts for customers and any other administrative tasks

RECEPTIONIST

GLOBAL EXCHANGE  ORANGE, CA— JANUARY 2008-APRIL 2008
Provided support to office managers and performed front desk operations at busy timeshare office

Kept track of all bookings, greeted customers, pre-screened tour candidates, scheduled meetings, update customer database, answered phones.

INTERNET RESEARCHER AND HR INTERN

HIREQUEST  IRVINE, CA — 2006 (SUMMER)
Assisted in hiring projects for Fortune 500 corporations including researching for potential candidates tailored to the company’s specific needs

Compiled all past data to make a database of all past projects 

Created  automatic search agents to run daily in main job search engines

Sent out mass internet mailings 

MARKETING AND EVENT PLANNING INTERN 
GENERAL GROWTH PROPERTIES  MORENO VALLEY, CA — 2005 (SPRING)
Completed various projects under the supervision of the Marketing Director of major regional mall under the GGP Prodigies Internship Program

Created, supervised and publicized seasonal and promotional events such as the Spring Concert Series, designed creative window displays, composed press releases, updated website, wrote monthly newsletters to all retailers, dealt with customer complaints, assisted in enforcing mall regulations with retail managers

EDUCATION

University of California, Riverside — B. A. Economics/Administrative Studies (2008)

Concentration: Business and Society

SKILLS

Strong ethical background, excellent communications skills, passion for helping others, professional demeanor, eagerness to learn new skills
Computer literacy including PC and Mac experience, applications include: Microsoft Excel/Word and Powerpoint, Mac iWork, Timbuktu Pro, Omnis 3.1, Airs Oxygen and Mindscope 

Affiliations: Sigma Kappa Sorority, American Marketing Association    

Current volunteer tutor/mentor for preschool students

EXPERIENCES ABROAD/VOLUNTEER WORK

Volunteered at ARCHELON, an ocean wildlife conservation and animal rescue center in Glyfada, Greece (2008) 
Traveled extensively in Asia and Europe as well as around the U.S., Canada and Mexico

Have volunteered as a tutor/mentor at a local preschool

ADDITIONAL INFORMATION

All schooling from elementary school to high school has been completed in the United States which includes over 15 years of English Language training.

REFERRALS

References and letters of recommendation given upon request
