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Objective
To seek practical field experience in administrative settings in various industries, for the purpose of gaining insight into how companies are structured and managed to achieve successes, for the future aspiration of establishing and sustaining a successful private enterprise in marketing.
Employment Experiences
· Healthcare industry: Office staff for a home health care agency and as a front office staff for an oncology practice in a hospital setting
· Newspaper industry: Independent contractor for the advertising department
· Warranty and Insurance: Data entry processor
· Employment Agency: Agency representative
· Restaurant industry: Hostess, waitress, assistant manager
· Publishing industry: Annual canvasser
Present – June 2010: Self-Employment (Denver)
· Painting and designing, marketing, and contract data entry services
May 2010 – July 2009: TWG (Chicago)
· Data Entry Processor:
Data entry, verification, manipulation, retrieval, and assistance to various department personnel
July 2009 – February 2008: Smart Resources (Chicago)
· Employment agency representative assigned to the Data Entry Department of TWG. Subsequently hired full time
Skills
Computer: Word, Excel, Access, Outlook, PowerPoint, AS400, Internet research           
Office skills: Typing, filing, data entry, general administrative duties, and familiarity with general accounting procedures                                                  
Language: Fluent in English and Korean
Education
Harper College 1991 - 1993:  35 semester hours completed in accounting and software courses
Laurel High School 1979 – 1982: General studies. Completed
Reference
Available upon request
