Jamie Kim

JKim376@yahoo.com
            Jeonju City, Wan-san-gu,  Hyo-Ja-dong 3ga
1609-13 Geum Villa #303

South Korea

010-5421-0294 (mobile)

Education
George Mason University





Fairfax, VA


Bachelor of Arts, Foreign Languages




Graduate: Class of 2005


Concentration: Spanish





Fairfax Baptist Temple Academy                                                                          Fairfax, VA











Class of 1999

Experience



Jeollabukdo Office of Education, Jeonju, Korea



04/09 - Present


Bilingual Coordinator
· Assist the Supervisor of Education with weekly dialogues

· Assist with activities related to English Education

· Conduct English Conversational Courses with the students and staff
· Act as a liaison in translating Korean documents to English.

· Responsible for presentations, lectures, and interviews for English Teachers

K Physical Medicine, Annandale, VA




10/08 – Present


Office Coordinator, Medical Biller
· Process billings to patients and third party reimbursement claims.
· Research and respond by telephone and in writing to patient inquiries regarding billing questions.
· Assist in accounting functions such as posting charges, applying and processing patient accounts. 
· Responsible for handling inventory and ordering of office supplies.



Merchant Processing, LLC, Vienna, VA




May 2008- June 2008(Laid off)


Office Coordinator, Recruiter
· Provided administrative duties to the Vice President such as: preparing weekly reports, organizing expense reports, filing, scanning, fed-exing and editing legal documents
· Executed word processing projects, including large-scale mailings, correspondence, and manuals. 
· Evaluated candidates’ resumes and posted job ads on career service sites.

· Recruited, screened and evaluated candidates for first round interviews.
Access National Mortgage, Vienna, VA




January 2005-January 2006

Office Manager, Recruiter
· Provided administrative support to the Vice President, including all scheduling and planning.
· Answered multiple phone lines and forwarded them to the appropriate person.
· Sorted, organized and assigned mail distribution for all employees.

· Performed accounting functions including broker checks and assistance in billing..
Kang Eye Center, M.D., Fairfax, VA




January 1998- December 2004

Office Administrator
· Provided administrative and secretarial support functions to the manager. 

· Managed human resources activities including staff recruiting, staffing and benefits administration, new employee hire packages and the company policy. 
· Scheduled and greeted patients; purchased supplies; and performed data entry for billing purposes. 

· Organized, sorted and assigned mail distribution for all the employees.


Skills
Languages: Fluent in Korean, Conversant in Spanish.


Computer: Proficient in Microsoft Word, Excel, PowerPoint, Outlook. (60 wpm, 100% accuracy)

Proven oral and interpersonal skills, adept at multi-tasking and attention to customer/client service, strong organizational skills, capable of managing and building interoffice as well as client relationships

