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	Summary of  Qualifications

Skills


	Strong communication and negotiation skills with extensive experience in administrative and management duties. Creative problem-solving with all levels of management. Self-motivated to oversee multiple tasks and able to manage priorities in a demanding work environment under tight deadlines. 

Proficient in Microsoft Office applications including Excel, Outlook, Word, and PowerPoint. 


	WORK EXPERIENCE


	 June 2008-Present [image: image1.wmf] Enterprise [image: image2.wmf] Mid Cities, Ca

Management Trainee

“50 Best Places to Launch a Career” 2006,2007,2008 BussinesWeek Magazine with 66,000 employees in US, UK, Ireland, Canada, and Germany

Responsible for employee development and training of new employee

· Establishing and sustained long-term business relationships with corporate accounts.

·  Maintaining and achieving high customer service index score 
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English Teacher

Facilitated students to develop additional skills to help prepare them for furthering their education overseas (i.e. to enhance their English by studying abroad in the United States., Canada, United Kingdom, Australia, and New Zealand).


Teaching English as a foreign language to elementary to middle school students; Daily lessons include sentence structure, Grammar Lab, Storytelling, and verbal conversations.


Assisted in the Development of S.E.A. English Academy’s Curriculum in addition to daily classroom lesson plans. 


Responsible for both creating and distributing tests on a weekly basis to students.
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Teller Coordinator


Cash Handling; Balancing Bank Vault on a daily basis


Supervised, oversaw day-to-day teller activities, Merchant Teller Services, Ordering Cash on daily basis   

      
Verifying cash shipment upon arrival by Brinks Armor Services on daily basis


ATM servicing: balancing all machines and maintaining cash flow


Daily input and verification of Wire Transfer Services


Safe deposit services: closing and opening of safe deposits boxes


Responsible for balancing and checking in all teller transactions; Authority to override teller transactions


Responsible for opening and/or closing the banking center 


Creating and inputting weekly staff schedules for approval



	EDUCATION
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Bachelor of Science in Child and Adolescent Development


Courses of interest: Child Development from birth to adolescence, structure of testing in Elementary school children, appropriate assessment testing for Kindergarten to twelfth graders.
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