IRIS Y. LEE 
541 GLEN AVE 1FL PALISADES PARK NJ 07650

201-370-0662

eyoonjunge@yahoo.com 

_________________________________________________________________________

Objective

 Seeking a responsible English teaching position for kindergarteners in Seoul 

 Position should require multi-tasking and good organizational skills

Skills

 Fluent in Korean  

 Knowledge of all Microsoft Office applications

 Lotus Notes

 Quick Book

Education

 RUTGERS, THE STATE UNIVERSITY OF NEW JERSEY

 Bachelor of Arts in Economics 2003

Experience

STX PANOCEAN AMERICA INC, RUTHERFORD, NJ

CLAIMS HANDLER

9/2007– 9/2008

· Analyzed claim documents, gathered all relevant information and negotiated with claimants to process claim with minimum cost

· Conferred and corresponded with establishment representatives to rectify problems, such as damages, shortages, and nonconformance to specifications 

· Examined contents and compares with records, such as manifests, invoices, or orders, to verify accuracy of incoming or outgoing shipment 

· Coordinated and rectified any claims with merchandise and processes 

· Kept claim files, voyage files, and charter party files updated and organized

· Managed accounts payable and generated monthly report of accounts paid
· Managed accounts receivable and followed up on outstanding accounts 
· Managed and reconciled bank account for claim settlement fund
CLOSTER DENTAL PC, CLOSTER, NJ

ASSISTANT ADMINISTRATIVE MANAGER

5/2000-7/2007

· Managed A/R, and A/P 

· Controlled inventory and supply purchase to ensure smooth flow 

· Received and coordinated all incoming calls

· Responsible for daily operations and scheduling appointments 

· Coordinated and assist with special events such as building dental office in third world country and getting donations 

· Arranged  and booked important international travel plans for president 

· Managed dental insurance claim and billing 

METLIFE FINANCIAL, FORT LEE, NJ

ADMINISTRATIVE AND SALES SUPPORT

10/2003-7/2004

· Provided administrative support to the sales team

· Generated weekly and monthly report of sales and commissions for managing director 

· Processed insurance application and followed up to get them approved  

