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Qualifications Summary 

Customer service professional with a diverse background in hospitality, recreation and office administration. Concrete experience in developing and adhering to office policies and procedures, training and managing staff. Exceptional ability to work well with others in both supervisory or support roles.
Professional Experience 
Teacher, MBC OSS academy / West Hill (both schools are under the same ownership)                  Daegu, Korea                    2009-  Now
· Reinforced language skills through use of class activities. 

· Used poetry and prose to teach sequence, initial sounds and rhyming patterns. 

· Integrated art and music to develop auditory and visual discriminations 

· Utilized different methods to teach addition, money sense, and patterning 

· Introduced a conflict center where students could resolve disagreements by themselves. 

· Adapted curriculum to accommodate a wide variety of special needs. 

Group Lead , Scottsdale Insurance
 

Scottsdale, AZ

 2007 – 2008
Claims and Scanning Department
· Performed daily work flow, monitored for quality assurance to ensure 100% accuracy
· Trained staff members on company’s processes and procedures improving staff confidence and performance
· Implemented an efficient bi-monthly work schedule for smooth operation
· Motivated and coached staff members to meet and exceed quality expectations
· Analyzed and evaluated the existing standard operating process to assist supervisors in developing more efficient systems and procedures: 
·  Reduced training period by two months (70%).  
·  Increased employees accuracy from 95%  to 98% 
·  Established a more structured and streamlined job descriptions for associates
Manager, Four Seasons Hotel 



Austin, TX

 2005 – 2006
· Demonstrated the service culture of excellence by successfully cross training amongst several departments to increase efficiency and deliver prompt service
· Dedicated to perfecting the travel experience through continuous innovation and the highest standards of hospitality by establishing  a strong rapport with guests and focusing on providing customized service
· Utilized excellent interpersonal communication skills to handle challenging guests and resolved complaints with emphasis on maximum guest satisfaction

· Prepared investigations, incident and accident reports for director of security to review
· Maintained activity log and generated reports utilizing specialized hospital software 

Teacher's Assistant, Milestones Charter School.   
Phoenix,  AZ.  

2004-2005. 

· Prepared lesson materials, bulletin board displays and various teaching aids 
· Presented subject matter to students under the direction of the teacher

· Tutored and assisted children individually or in small groups to reinforce learning concepts

· Provided extra assistance to students with special needs 

· Participated in teacher- parent conferences regarding students progress or problems

Education 

Arizona State University: Bachelor of Arts Degree - Organizational Communication 
