Brian J. Chandia

20 Stonehill Court, Toronto, Ontario

(416) 493-6596
brianjchandia@yahoo.ca
Objective

To secure a position within an established organization that is both challenging


and rewarding so that I may continue to develop and enhance my skills as an education
professional.

Education and Skills

· Graduated from York University as an English Literature major (2008)

· Working knowledge of Windows, Explorer, MS Office, and Imis Integrated Database
Employment History
Wonderland Language Institute, Seoul, South Korea (2008-2009)

English Teacher
· Leading classes for children aged 4 to 12 years
· Daily curriculum design and implementation

· Homeroom administrative duties for two classrooms (designing weekly plans and projects, correcting daily homework, etc.)

· Daily, weekly, and end of month reporting
Certified Management Accountants Ontario, Toronto, Ontario (2008-contract)


Information Officer/Accreditation Advisor
· Program Administration

· Academic Advising
· Website Administration
· Responding to email, telephone, and in person enquiries

· Providing eligibility information
· Compiling and mailing information packages

· Preparing and mailing examination packages to testing centres
            CareerQuest Canada, Toronto, Ontario (2006-2007)


Primary Instructor/Computer Training Instructor

· Leading sessions with a focus on Microsoft software packages

· Leading sessions with a focus on academic upgrading and college preparation
· Leading sessions with a focus on Non-Dominant Hand training

· Tracking and reporting daily and monthly progress for Primary, Computer, and 

Non-Dominant Hand training students

· Developing curricula, instructive text, and testing materials for computer training, essay writing, novel study, and breath awareness programmes
· Software and hardware troubleshooting
The Learning Institute, Etobicoke, Ontario (2004-2006)
English Instructor

· Teaching reading comprehension, spelling, and grammar to adults with disabilities

· Preparing and implementing daily curricula according to WSIB study plan
· Preparing daily progress reports

· Developing and editing instructive text and testing materials

· Office assistant duties (photocopying, filing, and some typing)
Bally Total Fitness, Willowdale, Ontario (2001-2004)

Assistant Pro Shop Manager/Personal Trainer

· Frontline Customer service

· Inventory control

· Payroll tracking

· Developing and implementing client-specific fitness programmes

· Developed and instructed Bally’s inaugural meditation programme

Bally Total Fitness, Willowdale, Ontario (2000-2001)

Receptionist

· Frontline Customer service

· Account management

· Providing administrative support for sales team

· Working with a high-volume inbound switchboard
Coles Books, Scarborough, Ontario (1999-2000)

Bookseller/Shift Leader
· Key holder duties

· Frontline Customer service

· Inventory control

· End of day shift reconciliation
Volunteer Experience
       
Kalachakra Committee, Toronto, Ontario (2004)

       
Bally Total Fitness Christmas Clothing Drive, Willowdale, Ontario (2003)

Personal Interests

· Published poet

· Multi-instrument musician

· Avid reader

· Deep respect for the natural world

