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242 N. Quail Ln. · Orange, CA 92869

(714) 633-2839 · JamesMChong@gmail.com 

OBJECTIVE












Seeking a teaching position where my strong communication and English skills may be utilized to serve the company’s needs.

EDUCATION













University of California, Los Angeles


B.A., History, March 2008



·
GPA: 3.00



·
National Honor Society



·
Korean American Student Association, member



·
Relevant courses taken include Verbal Communications, Spanish, and Non-Verbal Communication

EXPERIENCE












Iksan Public School System, Iksan, South Korea


English Teacher, September 1 2008 – September 2009-09-


· 
Worked as an English teacher for hundreds of middle school students.



·
Interacted with Korean teachers and faculty.



·
Created detailed lesson plans that included grammar, culture, and writing.



·
Performed clerical duties at the public schools.



·
Created spreadsheets on student progress.


·
Worked with university students at an academy teaching conversational English. 

Imperial CFS, Inc. Torrance, California


Freight Coordinator, December 2006 - April 2008




·
helping customers track their shipments 



·
arranging freight pick-ups 



·
Inputting documents and freight release orders 



·
arrange trucking for customers



·
Answering phone calls


Hilborne, Hawkin & Co., Orange, California


Legal Intern/Office Manager, July 2006 – September 2006



·
Worked as a filing office manager for an international trademark law firm.



·
Assisted attorneys and paralegals in filing, docketing, and data entry.



·
Sent correspondence via facsimile, regular mail, certified mail, registered mail, UPS and DHL. 



·
Performed light paralegal duties.



·
Retrieved daily docket files for attorney review and action.



·
Utilized WorldMark, a comprehensive trademark law database to manage filing and renewal deadlines.



·
Answered telephones and provided customer service to clients.


Netamin Corporation, Diamond Bar, California


Software Tester, July 2004 – August 2005



·
Conducted gamma testing for computer software.



·
Provided input on bugs and glitches in software and made necessary changes thereto.



·
Gave customer support and feedback.



·
Wrote daily reports on the progress of the software.



·
Performed heavy data entry using Microsoft Excel.


PC Cafe, Orange, California


Sales Associate/Customer Service Representative, July 2003 – November 2003



·
Worked at front desk as a customer service representative.



·
Provided technical support to customers.



·
Maintained computer software and data.



·
Formatted and repaired computers.



·
Answered telephones.
SKILLS/OTHER













·
Excellent oral and written communication skills.



·
Strong business negotiation skills.


·
Conversational Korean.



·
Experienced in customer service.



·
Capable of a wide range of administrative abilities.



·
Superb aptitude in working either as part of a team or independently.



·
75 wpm and excellent computer skills

References and additional work experience will be furnished upon request.
