Jinny J. Choi
16 Frances Circle Buena Park, CA 90621
          |          phone:  213.220.9483          |          e-mail:  choijinny@gmail.com
	
	

	Profile & Objective

	I am a bright, diligent, well-organized recent graduate who is ambitious, open-minded, enthusiastic, self-motivated, team-oriented and capable of adapting to situations under minimum supervision in search of entry level opportunities in a corporate environment.


	
	

	Educational Background

	

	University of San Francisco

San Francisco, California

Graduated: August 2008

	· Bachelor of Science in Business Administration.
· Course study included marketing, finance and business management.


	Fairmont Preparatory Academy
Anaheim, California

Graduated: May 2005


	· High School Diploma

	
	

	Professional Work Experience

	

	Hanjin Intermodal America

Inbound Coordinator

Los Angeles, California


November 2008  – May 2009

	· Check import/export documentation to determine cargo contents, and classify goods into different fee or tariff groups using coding system. 
· Enter shipping information into a computer by hand or by using a hand-held scanner that reads bar codes on goods. 
· Prepare bills of lading, invoices and other shipping documents. 
· Retrieve stored items and trace lost shipments as necessary. 
· Scheduling FedEx to pick up inbound material 
· Putting inbound containers on the board and in scheduling 
· Maintenance of foreign trade zone file, constructing files, complete with summary pages, collating inbound customs documents once received from the broker
· Correspondence with customers regarding shipping (receiving, delivery orders, etc) 
· Processing inbound orders, making outbound job folders, preparing/creating 
· Contact with drivers and warehouse regarding all inbound and outbound freight 
· Filing, answering phones, faxing, helping pull analysis for material 

	EQS and Law Office of Mark Malachowski and the Associates

Office Manager

San Francisco, California


August 2007 – August 2008

	· Performed a variety of administrative tasks, including scheduling appointments, copying, filing, faxing and mailing documents.

· Interacted with clients over the phone and in person.

· Wrote, edited and proofread pleadings.

· Accompany client meetings with the lawyer.
· Recorded, prepared and maintained Excel spreadsheets for operations related to debits/credits and client receivables and outstanding amounts. 

	Citicorp Investment Service
Financial Executive Assistant - Intern

San Francisco, California

January 2007 – June 2007

	· Assisted sales and marketing group at Citicorp Investment Services.

· Met with clients and provided initial financial services information. 
· Recorded, compiled and summarized notes regarding current and prospective transactions. 
· Participated in conference calls in proxy of the Financial Executive.
· Contacted clients and brokers with respect to scheduling appointments.

· Linked transaction, investment and bank accounts.

· Organized lists of clients for contact logs and client events. 
· Attended variety business seminars as a substitute for the Financial Executive.

	Zen the Spa

Office Assistant/Receptionist - Intern

Irvine, California


March 2005 – July 2005


	· Worked in a fast paced environment.
· Managed billing statements and accounts.
· Daily usage of Microsoft Excel program.

· Performed supervisory functions during the supervisor’s absence.

	Park & Lim LLP

Office Assistant/Translator - Intern

Los Angeles, California


July 2004 – August 2004


	· Translated Korean legal documents, correspondence and notes into English.
· Performed general office services such as copying, filing, faxing and mailing documents.
· Assisted in basic accounting and banking functions such as recording daily receivables, depositing funds into escrow accounts and billing clients.

	S.Y. Texma
Office Assistant - Intern

Rancho Dominguez, California

May 2003 – August 2003

	· Answered and directed calls accordingly.

· Greeted visitors for the account executives and the factory manager.

· Performed a variety of administrative tasks, including scheduling appointments, copying, filing, faxing and mailing documents.


	
	

	Professional Affiliations & Skills


	· USF Korean Student Association – Public Relations Officer.

· National Honor’s Society – Member.

· Business Development Institute – Member.

· Microsoft Office (Word/Excel/Outlook), Windows OS (XP/Vista), Adobe Acrobat and internet searches.
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