	Michelle Young Kim

	Songpa-gu, Seoul, South Korea ∙ Mobile: 010.5813.4575 ∙ michelleykim@gmail.com


	Summary
	Ambitious ESL teacher with F4 Visa seeking a teaching position for 2009-2010.

	Experience
December 2007 – Present


	ESL Teacher, POLY Magnet School, Sonpa-gu, Seoul
· Responsible for teaching North American curriculum (Literacy, Science, and Social Studies) to preschool/elementary students who have lived or studied abroad and those who are learning ESL with no overseas experience.

	September 2006-October 2007  
	PR/Services Coordinator, Alès Group USA, Inc., New York, NY
· Managed office, edited training manuals, produced Power Point presentations, hosted events, calculated commissions and managed schedules for staff.

· Welcomed clients in a courteous, efficient and friendly manner both face to face and over the telephone. Handled client check-ins and check-outs; booked and canceled reservations according to procedures and policy.
· Resolved customers’ complaints and answered questions regarding their services; blocked reservations and took walk-in appointments.
· Interviewed new employees and evaluated resumes.

	July 2005-June 2006
	ESL Teacher, JEL Language Institute, Sanbon-Dong Gunposhi, S. Korea
· Taught kindergarten, elementary and middle school students ages 5-14
· Created daily, weekly and monthly lesson plans
· Incorporated activities to enhance classroom environment

· Wrote student evaluations and made/gave/marked tests every month

· Interchangeably gave oral and written tests every other month

	August 2004-May 2005
	Work/Study Program, Manhattan College, Riverdale, NY
Sesquicentennial Capital Campaign, Assistant

· Company, alumni and potential donations research

· Writing, typing and mailing of letters to potential donors

· Hosted and planned events for our Alumni
· Conducted interviews with students
January-May of 2004  Physical Plant, Student Secretary

· Organized, received and placed invoices/work orders

· Answered telephones and took messages

· Checked, opened and sorted deliveries Data entry, printing, copying and filing

	Education
August 2001- May 2005
	Manhattan College, Riverdale, NY
Bachelor of Science (Business Administration) in Marketing and Management

· Conference Assistant, IT Club Head of Relations, SIFE Team 2nd runner-up

· Campus Ministry and Social Action Volunteer

	Skills
	Microsoft Office 2007 (Word, Excel, Outlook, PowerPoint); Windows XP, Dream-weaver, Visual Basics Studio, 6.0, Blackbaud Raiser’s Edge

	References
	References are available upon request.
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