BIBIANA P. IVIE
7F Daeil Plaza

876-8 Jungja-dong,

Jangan-gu, Suwon

Kyunggi-do, 440-300

South Korea

010-7514-9014 cell

bibianaivie@adelphia.net 

JOB OBJECTIVE

Search for a challenging and rewarding job in the teaching field.  I will be available to start a new job second week of February 2009.  
PROFESSIONAL EXPERIENCE

WONDERLAND ENGLISH ACADEMY

Preschool and Elementary English as a second (ESL) teacher, Suwon, South Korea                                    2007-2008

· Prepare lessons, grade, evaluate and teach seven classes of about three to ten students on average.  My role in this study program focuses on speaking English as a second language, but is not limited to grammar, reading comprehension, writing, art, science and conversational skills.    
· As an English instructor, I teach children that vary in age between seven to eleven years old.  Each class, as well as, each student’s skill level of the English language differs from beginners to proficient.  The curriculum is set up accordingly.  
VALLECITOS, CET INC.

Basic Education/ESL Instructor and Youth Case Manager, Hayward, California

 

      2007

· Prepare lessons, grade and teach a class of ten adult students. My curriculum focuses on English as a second language which includes but is not limited to: grammar, writing, reading and conversational skills.

· As a Basic Education instructor, I tutor, teach and counsel the at-risk youth of Alameda County.  I develop lesson plans, grade student work and manage all the respective administrative duties of both an instructor and a youth case manager.  I work with approximately twenty-five students who are currently enrolled in our youth program and preparing to take their General Education Development (GED) or High School Diploma equivalency.

SURVEY RESEARCH MANAGEMENT
(SRM)



                                          1997-2005

Behavioral Science-data collection, Boulder, Colorado

Coder

· Reviewed examined and coded carefully 1,950 questions and answers within three different types of interview books for two separate Behavioral Science studies (The Milwaukee Family Study and The National Youth Survey Study.)  I classified and categorized the answers, and gave them the appropriate codes.
· Coded about 3,000 books for the Milwaukee Family Study in 1997-1998, and 2000-2001. For the National Youth Survey Study coded about 6,000 books in 2001.
· Compiled the 11,000 completed interview books in numerical order for both studies.   
Tracker

· Searched for 750 respondents in 1998, and 2003-2004 for the Milwaukee Family Study.   In 2001 to 2005 searched for 1,700 respondents for the National Youth Survey Study.  Developed a book of about 1,000 resources to find individuals nation wide, internationally and by state.  The resources varied from web addresses, governmental agencies, credit agencies, driving motor vehicle agencies, voter registration agencies, ancestry agencies, etc…
· Organized, updated and processed 2,450 physical files for the Milwaukee Family Study and the National Youth Survey Study databases about critical information. Utilized excel, and windows to create forms, to organize information and to arrange resources. In addition to keeping track of the results of each individual search done for both studies; I also Communicated through e-mail with 55 interviewers and 4 research assistants about possible leads such as a telephone numbers, addresses, and contacts as well as the negative results to both research assistant and interviewer assigned to the appropriate respondent.
· Utilized communication, tact, clarity, and creativity to follow leads, to obtain information in the U.S. or overseas in Spanish and in French by phone or through the postal service.
· Maintained the services of Transunion, Intellius, and Accurint. Extended these contracts as necessary.  These are the main resources SRM uses to track participants in these Behavioral Science studies.
· Found 85% of 745 respondents in the Milwaukee Study.  In the National Youth Survey Study found 87% of 1,700 respondents.  
Research Assistant

· Managed 8 interviewers for the Milwaukee Family Study and 35 interviewers for the National Youth Survey Study. Scheduled weekly phone calls with each interviewer.  Directed and delegated assignments, money, pay, work hours, and materials. Assisted with any language, scheduling, payroll, money, technical, and administrative problems that each interviewer encountered.  Delegated to interviewers money for payment to the participants.  Each interviewer handled between 500 to 1,000 dollars depending on the workload.
· Monitored the progress of interviewers in terms of completing the interviews assigned to them in a rapidly, cordial, and correct manner.  Updated and revised all interview books that each interviewer had completed and mailed to the SRM office. 
· Used Microsoft Excel and Access to record the arrival of all books and forms from each interviewer.  This facilitated the coordination and success of completing 87% of interviews assigned within a deadline. Communicated the positive and negative aspects of each interviewer’s performance to stimulate a higher                   quality in the execution of their job. Delegated work, materials, information, and instructions via e-mail                  through Microsoft outlook.  
· Coordinated training workshops for both the Milwaukee Family study and the National Youth Survey Study.  Reviewed and learned the content and the format of the entire interview books for each study in order to guide the interviewers during and after training. Set-up the conference room for each training session.  Revised the training manual and made sure all the materials were ready for the workshops.
· Assisted with the hiring process by setting up group interviews in Milwaukee and about 15 other states.  Scheduled conference rooms. Approved applications from the SRM office to accelerate this process in the field.
CHILD CARE/ESL TEACHER

Peggy Price, Colorado Springs, Colorado





                                 1994-1995

· Set up a lesson plan for Level I Spanish. Taught both parents and toddler basic vocabulary. Cared for the toddler 40 hours per week.  Bathing, potty training, motor skills.  Cognitive skills emphasized during baby sitting schedule.

SUNSHINE LEARNING CENTER

Colorado Springs, Colorado





                                                    1993

Teacher’s Aid

· Engaged toddlers to learn table manners, human anatomy and social skill.  Maintained organization, and cleanliness of the classroom and 10 children for 8 hours, five days a week. Gave parents updates on the children’s behavior daily.  Monitored two breaks in the playground by enforcing some order and supervision.

VOLUNTEER

INTERCAMBIO

Non-profit organization, Boulder, Colorado





                                     2003

· Volunteered as an ESL (English as a Second Language teacher) level I.  Created a lesson plan three times a week for each 1-hour and half class. Provided the students cultural information. Stimulated conversational skills during each class.  Communicated through props, pictures, games, and repetition to students.  Assigned homework to the students in Spanish; their native tongue. Corrected weekly home work and quizzes.

BOULDER COUNTY JAIL

Inmate Education Program, Boulder, Colorado





                     1999

· Volunteered as an ESL (English as a Second Language teacher) all levels.  Created multiple lessons plans for level I, Level II, Level III, and Level IV for and 1 hour and half class twice a week.  Stimulated conversational skills during each class.  Communicated through props, pictures, games, and repetition to students.  Assigned homework to the students in Spanish; their native language. Corrected weekly home work and quizzes.

UNIVERSITY OF SAN FRANCISCO

Spanish Tutor, San Francisco, California



                                                                1995

· Set up Lesson plan, scheduled of study and prepared the student for the semester quizzes and Tests. Tutored two students at Level I and another at Level II.  Explained home work and developed conversation skills in Spanish and in French.  Clarified Assignments during 1 hour session once a week.

EDUCATION

Bachelor of Arts and Sciences in International Affairs, University of Colorado, Boulder, Colorado

TESL (Teaching English as a Second Language) certificate, www.itoi.com
OTHER SKILLS

Bilingual fluency in Spanish as attested by the University of Colorado (Native language).  Also fluent in French, having studied it in high school for 3 years and in the university for another 3 years.

