Sabine S. Lee
2566 Keum Kwang 2 dong, Jungwon gu ▪Seongnam si, Kyeonggido ▪ Cell: +82 10 5848 1265 ▪  s414lee@yahoo.com
Education
University of California, San Diego, La Jolla, CA

Bachelor of Arts, Economics

  1997-2002
· Minor – Psychology
Professional Experience

Titan Metals Inc, Long Beach, CA

Operations Manager, April 2007– current
· Developed and implemented business processes to reduce errors and cut leadtime.

· Developed and maintained vendor relationship.

· Imported materials from India, Korea, and Taiwan 
· Supervised Accounts Payable and Receivable.

· Assisted the C.F.O. on general accounting including G/L entries.

· Implemented Inventory and quality control management through cycle count.

· Directly managed 2 administrators, indirectly supervised 5 warehouse and 4 sales assistants.

· Recruited and trained 3 employees.

· Managed company software, MetalTrax, a Pervasive SQL based software.

The Lodge at Torrey Pines, La Jolla, CA

Sales Administrator, October 2004 –April 2007
· Created and edited contracts and proposals in a time-sensitive environment.
· Processed turnovers of contracts and assisted with site inspections.
· Trained all new hires in Sales, Catering and Conference department on Hotel and Departmental Safety Standards 
· Managed and serviced Corporate Club accounts.
· Sales of room and banquet reservations.
· Delphi NSA – maintain database and generate reports using MarketVision
T Pole Inc., San Diego, CA
Operations Supervisor, February 2004 – April 2004
· Managed general accounting such as A/P, A/R, bank reconciliation, check issuance, balancing of accounts and budget.
· Assisted marketing and sales managers with customer follow-ups and cold-calling.
· General administrative management.
Haeng Sung USA, Inc., San Diego, CA
Operations Supervisor, January 2003 – February 2004
· Arranged logistics of shipments.
· Purchasing and inventory management of electronic components. 
· Created employee handbook, established health, dental and vision care for employees and other HR duties.
· Managed company’s bank accounts such as deposits and check issuance, balanced financial accounts with headquarters in Korea and other general accounting duties.
Lightwave Solutions, Inc., San Diego, CA

· Administrative Assistant, December 2001 – May 2002
· Balanced bank accounts and generated reconciliation reports 
· Coordinated travel arrangements and expenses.
Skills
Languages:  Conversational Korean
Computer Skills:  Microsoft Office, MetalTrax, Pervasive SQL, Delphi and Market Vision, Quickbooks

