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Contact: 347-421-1840                          
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Education            
 






               Baruch College, CUNY, New York, New York


  



              

Bachelor of Business Administration, May 2007





Major: Industrial/Organizational Psychology





Minor: Philosophy
                                                     Yonsei University, Seoul, South Korea

  



              



Study Abroad, Spring 2004

Technical & Language Skills


· Proficient in MS word, MS excel, MS power point, and internet research
· Proficient in QuickBooks
· Fluent in Korean 
Work Experience   
        

January 2008- Present                 S & P Land Service, Inc., New York, New York
Recording/ Account Manager

· Record Property documents (Deed, Mortgage, Power of Attorney and etc.) with the County Clerk of City of New York/State of New York

· Manage funds of Property closings to flow to its proper accounts
· Deal with all NY State government departments to resolve problems that may occur on the property given title

· Conducted conversation with attorneys on everyday basis to arrange closings for property

September 2007- January 2008     Law Office of Choe & Oh, P.C., New York, New York
Legal Assistant (Immigration)

· Filed different immigration cases for clients to USCIS
· Created and organized client files to answer to each of the client’s immigrational needs
· Conducted follow up on the case status of each pending file cases at USCIS
· Constant research on new/changed immigration laws for analysis and report to the attorneys 
· Acted as a translator between clients and attorneys when necessary (Korean/English)
March 2004- June 2004                   A.S.K Academy, Seoul, South Korea




   English Teacher

· Taught English to students (ages 8-14) in classes, differentiated by level, in speech & communication, reading & writing, as well as grammar
· Organized their quarterly report cards with analysis of work and progress of each student

· Arranged meetings with parent each month for one-on-one conference

· Taught conversational English to Korean speaking English teacher 
Reference   
        

Will be provided upon request.

