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<A|2] 1> The Functional Resume

Resume of Hong Gil-Dong

April 20, 2008

100 Bomundong-7st
Seongbuk-gu,

Seoul 136-087, Korea
Cell-phone : 010-123-4567

Education
Aug, 2007 : Graduated from Utah University, U.S.A Bachelor of

Arts in International Trade.

Work Experience

Oct, 2007

Present Entered SYX Force TEC Corporation as a market
researcher in Marketing Division. Currently working as
a senior researcher.
- Analysis on relationship between products and customers
- Analysis on market share and competitors strategies
- Preparation of strategies for sales and customer services
+ Responsible for developing new markets and maintaining

the whole markets,
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Technical
(SKills)

- Skilled Computer Programming and Short-hand

- Received the first prize at the English speech contest

sponsored by the Utah in 2002

- Preparation of questionaries for the survey of market

trends and customer satisfaction.

- Review and Compilation Services

People

- Elected as captain of the company's amateur

(Activities) badminton club

- Participated in overseas market inspection tour many

times

- Participated in amateur badminton matches many times

Communication

- Excellent English writing as well as fluent (Language

Ability) English speaking

- Took courses in English business Writing

- Obtained a 850 TOEFL score in 2007
- Typing 300 wpm

References Available upon request

I affirm that above statements are true and correct in every

respect.
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<AJA] 2> The Functional Resume : YHALFE

Your Name
123 White Street
New Haven, Conn 12345
(902)123-4567

Objective:

An entry-level administrative position.

Summary of Qualifications:
ADMINISTRATION:
Accurate typing of 60 words per minute. Thoroughly
experienced in all aspects of office administration,

including record keeping, filing, and scheduling/planning.

ACCOUNTING:

Coordinate finances for a middle-income family of five
on a personal computer.

Process accounts payable in a timely manner without
compromising facets of the expenditure budget.

Monitor checking account closely.

COMPUTERS:
Lotus 1-2-3, Microsoft Word, Word perfect.
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LEADERSHIP:

President of Grenvil Historical Society, an organization of fifteen
members concerned with educating the public about Grenvil town
history and preserving historic landmarks.

Develop calendar of events; invite guest speakers, organize
fundraising events. Provide meeting place, as well as materials
and refreshments.

Coach a girls soccer team, ages 7-11, in the Grenvil Youth
Outreach Program(GYOR) from September to November.

Provide players with the instruction, motivation support.

Notable Accomplishments:
Organized fundraiser to renovate the Henry Douglas House;
raised over $2,000.

Several short stories published in regional literary magazines.
Education:

Grenvil Community College, Grenvil, NE

Courses in Creative Writing, Word Processing, and Accounting
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Apr 2002 - Present : Blue - Jean Korea Inc., Guri. Public
Relations Officer. Marketing Department.

2. Vacation Work

Jul - Sep 1998 : St Co., Ltd., Gyeonggi Secretary, Corporate
Planning Department

Jul - Sep 1999 : Park Tourism Corporation, Guri. Information
Services Officer.

Jul - Sep 2000 : Smart Co., Ltd., Suwon. Editorial Assistant.

3. Voluntary Work

Apr 1998 - Mar 2002 : Guri Museum, Gyeonggi. Translator/
Tour Guide.

4. Affiliations

May 2002 - Present : Gyeonggi Chamber of Commerce in Korea

Junior member.

PERSONAL SKILLS

1. Public Relations Skills

I have thorough understanding and experience in public relations.
In my current job, I edit newsletters, prepare quarterly news-
release and occasional press release and deal with interviews
from various media.

2. Communication Skills

I am absolutely fluent in English and Korean and I have good

written and oral communication skills.

38 RArhsti oIt R0 X7 IATHM B



I am especially good at interpersonal communications with people
from various cultural backgrounds.

3. Computer Skills

I have a very good command of computers (both Mac and PC).
I am familiar with the following Microsoft applications :

- Word, Excel, Powerpoint, Access, Outlook, HTML Editor

4. Other Personal Qualities

Self - motivated, Goal-oriented, Good sense of humor

INTERESTS

1. The Internet

I enjoy exploring as well as creating Internet resources.

In my home page, I introduce recipes that I have collected from
all over the world.

2. Music

I enjoy playing the piano.

I have also an appreciation of various kinds of world music.

REFERENCES

Available upon request.
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<A4] 5> Accomplishment Resume : LHEIE|AE

Joan Julia

229-15th Avenue South Phone : (612) 123-4567
Minneapolis, MN 55455 E-mail : 1dw3040@hanmail.net

Objective
Position as Administrative Assistant/Executive Secretary-using

detailoriented skills and experience accumulated over 9 years

Qualifications

- Over 10 years’ secretarial / administrative experience ; keyboard
speed of 90wpm

- Proficient in Microsoft on Word, Word Perfect, Windows, Lotus,

Excel, File Maker Pro

Accomplishments

* Responded promptly to technical requests from Ted clients
(account average : $30,000), advising on hardware and
software issues, ensuring client satisfaction,

- Supported office operations of 50—bed hospital ward ; developed
substantial ability to prioritize duties and service for large

numbers of people in highpressure environment,

44 Spiisin 0liRIRi LY S20ZM K17 |ATHM K



+ Researched, compiled and prepared crucial data, independently
and with little supervision — developed strong self—management
skills

- Organized meetings and workshops, arranged travel for
conferences averaging 25 executives,

* Resolved issues after hours and on weekends, meeting

challenges with commitment.

Job History
Administrative Assistant and Secretary, Hammond Temporaries,

Minneapolis, MN. 1996-Present

Assistant Database Manager, Parker Regional Medical Systems,
Minneapolis, MN. 1993-1996

Assistant office Manager, Hyde Transport Company, Minneapolis,
MN. 1991-1993

Secretary to Computing Manager, Range Systems, Minneapolis,
MN. 1984-1991

Education

Bachelor of Arts in Business Management, 3.8/4.0 GPA
Awarded 2000

Newark College, Minneapolis, MN.
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<A|2] 6> The Targeted Resume

John Stuart

123 South Ave.
Tampa, Florida 12345
(02) 123-4567

Objective : Park Printing Company Production Manager
To use 10 plus years of print production management experience
and graphic art knowledge.

Qualifications Summary

- Handle all print project phases from design through prepress
to final.

- Budget management—competent, careful

+ Education(college degree plus seminars) in management backs
up experience—base skills,

Skills Summary
Desktop Publishing, WordXP, Lotus 1-2-3. MSExcel, QuarkXpress,
Page Maker, Internet, All Word-Processing Software, Purchasing,

Vendor Contract Negotiations

Accomplishments and Experience

Park Marketing, Inc, Fla, OK

Production Manager and Print Buyer(Direct mail) :

Managed direct mail print production from design development

through mail data for 50+concurrent projects, meeting deadlines

50 Surshn DRI HEO0RIA K7 IATHN Zhad



for 2.5million per week. 12/01-3/05

« Directed Prepress, design review, proofing, layout, print and
finishing schedules,
Insure compliance with U.,S. postal requirements,

+ Purchased for all job components and effectively managed
$13million annual budget; price and contract copywriters, designers,
and printer negotiations,

The Park Company, Tampa Fla

Production Coordinator and planner

Planned and executed print production needs for clients. Coordinated

efforts of Accountant Exective, Designers, and Production Staff,

4/0 0-6/01

* Managed estimating, purchasing, and project submission to
graphic design, camera, providing proofreading, scheduling, working
closely with pressroom manager to meet delivery deadlines.

Prior Experience

Investment Corporation. Fla

General Assistant

Worked part-time throughout college. Learned printing business,
6/88-6/92

Education

Pittsburgh University, Penn, in business and marketing, 1996

Mass Bank Management, Tampa, Fla - 15 seminars, management.
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EXamPle

‘Korea Culture’zl= 7|¢¥=7} 1©™, Summary of Professional
Qualifications : Very strong cross-cultural Skills in the Korea
-America field. 502 7|&sith

‘Math, Physics’2R= 7|=7} 91O,

Educations :

Math, Physics, Engineer 52| s} 18 52 7]&sich
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EXamPle

QOFsummary®]] “Four years of experience with three PC-based

software programs”’2til AR|=H 5| ol FE2o]| “Excel Word,
Qnick Books” £9] AXZEWS A7ls= G-asjch

E8] Z9jst Fmgente] Bol EFEl] glonw og I
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E Administration SHH(ES22HH)

Operations Manager 24 O{L|X(E2IFE)
Bachelor's degree SfAf

Production schedule A4ALA|ZEl

Office Manager ARRIPE

Data analysis H|0|E] EA(HEEA)
Banking 23HHZ

Credit guidelines AMESt=2f

Loan management CHEZIZ|

Construction loans 1= CHE

Uniform Commercial Code T AMARHA
Filing NZHE|

FIFO MiM=H

Branch Manager X|™Z

Office AFR

Administrative Assistant 2ZX Z2|X{EF - UHIALR)
Excel oAl

Appointment Scheduler 02|
Childhood Development S0t11S
Master's degree At

Associate degree Z=SIAISH

Preschool §x|¥

Evaluation training programs H7} &2 TZ 7
Education administration IS i
Child development center SOts=7HE MIE]

Information Technology H™E 7|&
Client-server architecture 117H A{E{ARRE

Lotus network administrator ZEA HEL3 Z2|X}
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E java XH:Il.

Supercomputer center F+HZAEE MNE
Computer lab ZEE AlSAl

Server AMH

Windows XP RI=2 XP

Records management 7|= 22|

Project planning ZZNE 7|2
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EXamPle

ofofLAA ofE

Reduced hospital costs by 60% by creating a patient -
independence program, Where patients make their own beds,
and as noted by hospital finance department, costs for nails
and wood totaled 500 less per patient than the work hours

of the maintenance staff.
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Reduced hospital costs by 60%.

Originated patient independence program that
patient expense by 500 each.
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HrEX] QPE3E AJW(Full Name)S #of sith
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LIO|(Date of Birth)

o
e

EMX|(Place of Birth)
‘Permanent Address’ = ‘Domicile’ @}1l%= Stch FJEFA 7]

Aot B =AR Lk

AS3|(Marital Status)

71&olH ‘Married’, w|Zo| ‘Single’o]2fal 7| At

AJHH(Sex)

o
AR 739 Male, oJ2F}1 749~ Femaleo|afal ¢4t

K Date)

W ke ol 4
FSeptember 20, 2009;
20 September 2009 ;
9/20/2009; = 3}H =11,

FFYY AL

M20th September,
2009; 20/9/2009, o|=kaL 7]|AfgHc
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5] Y2 ATk wol®, oAdd), 4¥EThs ‘April’ gkl 7]
Asflof gtk ofi= FSlo] Yolal WIX] o] ¢F H = 7] uf
wolek ot 01, 02 - 02°, 022}al 7P 7ol ml=Ao=
= 2002 195 E 22 o 297K |EhRs RoR & Alom SAE
U gl Ak 2001 295 E 200249 24 7HAE ot
A o Sk

waba] oA @3S Qlof7] JallAl= Feb. 01 - Feb. 02 -2}al

7| Ask= Ao Ftk

EXamPle

Personal Data

Name : Hong Gil-Dong

Address : 3F Hwajin B/D # 100 Bomundong-7st Seong buk-gu,
Seoul 136-087, Korea

Home Phone : 82-2-926-0290

E-mail : 1dw3040@hanmail.net

Date of Birth : September 26, 1980

Age : 29

Sex : Male

Marital status : Single

Health : Excellent
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A QA7 A FelaiAl sk gate]l ol FAfet A Ho] SU=AIE
nj2] opal ARilel golut A=t ¥l Q= objectives Al
of gltk Aupiop= ApAle] Aupierel gk 1342 EHolc.
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X

Objective
Web master

Position wanted Assistant Manager
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glok goldt BAe AEsls 791 Zolahy,
A public relations position managing publications, publicity and
special events Desire to be Manager or Assistant Manager of

the Marketing Department
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EXamPle

Experiences

April 1998 ~ Present, Seoul Inc.

Assistant manager

Participation in VOD service using IR profile.
March 1990 ~ February 1996 Seoul Inc.
Programmer

Assisted in redesign of C/S program resulting in 20% reduction

in costs.
b - = =
5 01 @ Y = HPE EHES H20= O UiEgs FHES
9 &
- £ MN=SICH
@ Z=Es st oY M= 20| &0

Education(Educational History ; &t2iAlghH

TRISKSA S8 a7 Q= §F 2% shevks 4o H
o AEtiuh st SAteld 25, Fo 52 A4S et
Uk ek 49 Bfols gt sERE At AdARY]
8- SreARRS AEEn A RIS X9AE B2t
Sh= ANAAR] 7]Ee] H7] dioll sHEARRlS HEEA] AslsH
Soj7toF jitk
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:LE'_,]'Oﬂ 030103‘5‘:‘1]' —C‘Z]]‘/\]'O]tﬂ B.A(Bachelor of Arts) 1n English
Literature©|1l, 7|ARz8l} AAJ0]™H M.S(Master of Science) in Mechanical
Engincering, ©JstbAlolel M. D50 Hof ahth I s}9jeo]

|, sholg, PA(E7HE ol AL wef o] Fom 7ol

ZIE5 <=HRH HME| xifet A=E HI[SICt
TS =488, BHEE #I[eiTh

Education(0i[1)
March 2000 School of Business Administration

Hanguk University, Seoul

Major : e-commerce

April 1994 ~ March 1998 Hanguk University, Department of

Computer Science
Education(0d2)

Feb 2009 : B. A. in Business, Hanguk University, Seoul,
Korea (GPA 3.9/4.5)

74 SMistn DiQIXNLY FR0IZA X7 |ATHM ZHH



a¥
oI

@ Sgst Pt gle ot 2T &0t i€,
& @ OlL SDE LI} BOi= 2912 WRSIDI O 5
Q5ICH
(3 OIZHI0IE 2% o™ 2= 1 2AS iR Dl
=ol= 20| £Ch
@ 2HEe AL 30 ol gkl
- Act as ~ . ~ A LELICH
- Responsible for ~ @ ~ 0l Chet #U0| U=
- Persistent in ~ @ ~ 0l 2J1Jt Y=
- Extensive experience in ~ @ ~ 0l (et S2&t Z&
- Ability to ~ @ ~ & 5 = 5
- A position in ~: ~ 0l CHet &
- Take charge of ~: ~ Off CH& 20| USLICH ~ E EEEILICL
- Confident in using ~ : ~ 2 CF& O 0| U=
FH(Resume) 517 75



Part @ 2|FHI(RESUME) XtA517|

Number

14 Resume®] 25 Q4=

e
>

WO RNl ABH Fdy 7)ol H1 9
EFut gots] s1&shor s vhgEel ek
53 - 21y

aq
=

Qualifications(Capabilities ; 5
FAAL ek Aol Akl eln A8E 1Ak ek
S|YEIFel HEsls F2S 0TS ERatH,

worked as programmer for six years in two corporations,

including three year's experience as webmaster at Park inc.

CHEMOIAS] HS0|Lt OFZ2HIO|E Zalg {Eshke 42,
In addition to the study of computer science,
concentration has been in the areas of business.

Courses include accounting and e-commerce.

76 BAMistn oliQIRIHLIR FR0IRIA Xp7IATHA T



7|S0ILE MEE ofEsk=s ER2HE,

Broad background through employment in different

types of industries. Excellent verbal skills. Fluent English.

”’; @ PO X200 T8 S 2D 51U A0
<2 Q8 MAHO|LF HE, JIEt @A S2 A XHAIo HH
OIL} BHA0IA &

Activities(Curriculla Activities or Extra-Curriculla

Activities ; Fol2|, AlElEE)

StAEol Aol ol TEolut ApUEAL B ABEES 2o
A o ZE 719 QS Aol vHHA FeAEls golch

AL Sole] B, F¥, BAE 58 pAHoR s|Asl

= 0>

A, 24, A 5wk

L=t

Volunteer Activities Co-ordinator,

Korean Association of Volunteer Centers, 2009.

2% H(Resume) X517 77



Special Achievement(licenses & certification or Special
Achievement ; At7 & E7|A[E)

ARelA B3] WA wHE Elsaistt A4S 2a
dh o] BB whEA] AR A7t Seks gl
o] Hi JleAtdolt B718 Ak Blo] felkA g
g Zolrk
JEu Aot wle] A gl
TUE AABL WS I U AT, o B o Tl
Agoli FAAOR Au, st AXETks BAe] ofal 7]
EE 7eo] 791 Bxje] o] ojg Ego] HiAg 4xs

A

7

W2

rr

h

f‘i&iﬁ%

_|>i
[,
N
[0
3
N
o
g
fo
i
Q.

ick

™

-

o] F

Licenses & Certifications
- Scored 900 at TOEIC, 2008

Skills
- Computer literate: Proficient in Internet, MS-WORD, Excel,

PowerPoint, Hangul 2005, SPSS.

- Fluent in both written and spoken English

78 SAHStE OfRHRIRPHLR HR0[2A A IAA Bl



Honors and Awards(Additional Remarks ; A 33)
AHIAE GA] neHR] sAte el oy 2k 3
gZ 7|53tk

Honors and Awards

- Awarded a minister scholarship, Korea University, 2009

References(419 2 5|2])

Resumeoli= -4 Available upon request T+ Furnished promptly
upon requestes Al ZA| HiEsize 2Rl Aol Hoh dwkdog A
SRR ol Aol AbRt tfste] A SO AR 2
WoET wme] e ¢irh ZdelgAle] oo Awwaat
A, mRAE Aol URe A% AYAEOR sk Hrl. Al
BEglolep et Hole] Selolt x| s HEY 4
ABALE wrspn, wwgA 18e] Aok SE ehark

References

Available upon request
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)

HE 9=71dY B= € a7t gloed A9 =3t € 7Y
oy, IHlelME FRAE7|= SRR FLrjolAe] Ve FHeR
olgsh= A= Frh 53] ARl A2 A Aeols Ao
F= Aol Frh YW T BRAY Afeole 2o e
< AdeAs e =i wARke] %9-oll= Exempted from
Military Servicezal A Frh

Military Service(8j%32tA

Employment highlights(52 2|&7)
o] BEO A} Zolx EWE] 742 W&ol A, Resume

PATORL ATUES FES ALel] ofeie Hgol Ak

)
o Resume®] 7F 74 7F @@ 2545 weld u Ao
dhet AR AR 7)) WashlE shAu AuXA 2A v
sfe] Aals R osle 24 ok B8] 42T ol ostol
Employment highlightsele #E0] & whso] Hugele 7z
shel gk o] REe AzAele] ASe] Wad 4 gla, AA
o Aol AY Wax gk T 4= gk

o] Y& A4L Resumed] A7|e} 2 £X1F AMgSt] 14

2 9x oA Aak

his
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Part @ 2|FHI(RESUME) XtA517|

Number

15 | ErHlel B Adase

“8}2]Education, Education and Training’2] 24 Q&2 tlea}
Aok AlY 2 S WSkl ek Agehhd, shuw, F4aA,
b 5 2o

o] A9 FofF HE that Pk

i)

CZT Edeh AR ABlRlEThE AgaEold AEE Ve
o Qold A 714et e ATk B3] Dol gl
L A9 ol Azslok wiek
dist shelh glow wEShL Sels Swat Aol gl @

LT AFAI AAFS HET A9 Studs B

AAE A o] Frk

I H|(Resume) 2517|881



EXamPle

Education

Bachelor of Arts, Business and Commerce, Hanguk University,
Seoul 2009.

2009&! BHELHSH At Z¢

March 2009, Dental Hygiene, Hanguk Junior College.

2009& Bh2Lhsh x|uteldst? =

March 2009, Hanguk High School, Seoul

2009 ST =

Currently enrolled in business English program, University of
Hanguk.

gr=rist HI=LA Ho| 20 &I}

Working toward a B.S. in Economics, Hanguk University. Degree
expected March, 2009

52 CHsto| MBAZ ZEZ, 2009E0] SY0A

MEcl, cef, cherlolld B9izlEe| of

=1 | =

Y looctor of, AAhaster of, BFAehD, b, &g Ahvub.,

AshatAons, WAl FA, E8HAhA, OftHkAb s,
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B ABA, TlETAAIMEA

- 41AR| chst

SFAlBachelor of, w=2MAlB.A, O]AlBs, HEMAB.L. D|&ETHAIBF.A,

X

HO

o

AEN S bassociate of AEEFA A A, FFEO|S AA S,

L

X

- TEetu S0 =
—T—E%]'Diploma% 1?']j_f_ﬂCertificate,

%*%—9] @’—?—]Equivalent Diploma or Certificate

Attended Business English conversation course at YBM Language
School, Seoul. 2008-2009.

2008 — 2009 A2 YBM Fofstmo| HI=LIA Foi 3/8t ohgol| &0
Received diploma in December 2009.

20094 1280 &Y

Hanguk University, Seoul, Computer Information Systems, Bachelor
of Science, anticipated March 2009.

2009t B=RTHSr HAFE YEAIAY St Zo|E

Hanguk University, Seoul, B.S in Economics, degree to be

awarded March 2009

£

2009 o= f

10n

|

101
]

2ol

0z
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%3

Scholarshipzistz Exchange Programmstmz—z4

Study Abroad Program, California, September 2007-August 2009
20074 9% — 20094 8%, Z2|ZL o} S5t L=l A7}

Student Exchange Program, London, Summer 2009

2009EE OfF, BlE 0iF OOuet 7abd

Fo] A A

a9

Ranked in top 10 of class.
3t &%l 108 oW

Graduated with excellent academic performance.

FQ o014 Major course, SHTRIESpecial courses,

0|4 = Academic preparation, HE=courses, L= 1@:program.

84 gAMrhstn oI SR0IZAM X7 IATRN ZhA



- Major courses contributing to managerial qualification
X0 22 U= FL olrus

- Courses taken that would be useful for administrative assistant
LHALR 22|PF HR0| 22 U= Olemi=

- Specialized courses pertaining to foreign trade

Q= A0l TEH SEHOUS

- Intensive English program covering all phases of secretarial
work

HIMIE RS 7

!

sgojus
- Academic preparation for OOO

OOO0]| ZH|E Olt=

ol 4218

9lo] dlio] trgo] FAIHel TEL Lozt

EXamPle

English TypewritingZ= Efo|=, Office managementil=2tz|, Data
processingz=x=|, Basic secretarial theory”|=H|A0|E, TypingEto|Z,
Marketing principlestl#|2/=, Personnel management?lilzz|, Cost
analysis 7|41 Organizational theoryz=Zz/=, Sales managementZtijziz],
Foreign trade practiceel=5=4% Business correspondencet|zL|A

S22, O&R Decision analysiszzi=4, Business statistics22E7|

Sy

A H(Resume) 24517 85



Part @ 2|FHI(RESUME) XtA517|

Number

16 | Hdlel BwHE Byame

*
(o]
H
1)
oid
K
9
X0
rr
>
o\
o,
L
E
0 mlm
%
ol
E
:?:
o
ok
)
)

e YA AFo] 0] Q= AWt SRO| 7S HA R

e GiF|e] ool AZopjectiveo]tt B|APHO| 0] QI AL
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71 offell AAgE A4, e, o] HFovjecivedt o1&H 9
o, el avs A 5 gk

ey AFE AT A HHE ok

UFuE #2391 S Fobiective s 2ISHAY 1 719
el o2 A, A919] 7127t ¢l =AU, HeR suEEE

Zy7l 20 o] gl sgEge] Ha ik

>

b

Lo

EXamPle

Objective

Obtaining a customer service position with an international firm,
utilizing my customer service experience where my interpersonal
and English skills would be assets.

Mol DAL ZEo|Lt eSS, SolsHS E8ats Il (Y 12 SAte| 2

EXamPle

Objective

Obtaining a sales representative position with technical and marketing
focus, utilizing my 15 years of sales, training, marketing, operations,
and management experience in the automotive industry.

15H9| XISKIZAIAML] Til, 3, AFZAL T, 22|59 de2 &8dl= 7|

21 ARIZA ZF3 B2l 5

I (Resume) 2517 87



EXamPle

Objective
Graphic designer for medical center.
olz MEE fet 2= CIxto|4,

EXamPle

Objective
Obtaining an administrative secretarial position where communication
skills and pleasant attitude toward people will be assets.

£2 OUASSET} OISR X HIES Y 4 U HIAE

EXamPle

5|U=EIZ(Objective)dt 22KSummary)= &St <

Objective : Assistant to Executive

SIS ARER

Summary : Over 14 years of increasing responsibilities in office
support experience, including superior computer skills, with a
reputation earned for team-work.

20F 144 ol¥e| 248t ARH 7|£0| A, HMIEQl MU U= MREX &
ol e, BEoz E2 TS UUSLICL

Objective : Assistant Executive, to keep operations under firm control,
utilizing my computer skills, and pleasant manner with people.
ARE 7IE2 FAHL, E OE MES0A 2ot th3stH, HFRE Stlst

St= AFREZ

88 HMrhstn DR HR0[ZIA K7 IATHA Zhad



EXamPle

Objective
Obtaining an executive assistant position utilizing my training and
experience in office administration.

ASE DSt AES HBY 4 s AL

EXamPle

Objective
An entry-level position in sales.

Bhfs2o| £3%)

A (Resume) 245171 89



Part @ 2|FHI(RESUME) XtA517|

Number

17 | @IS SA 7l Agae

£.7|(Special Skills), 7|5 (Skills)

o] oA FSskinsS YA SAEE ot EA7F =R ok
ok Aol Zh Qe 2 A-E el 24dekA] grow 4
S3ict

gl o] 22 oz sHA ulg), weba] wels| zF o

s
2 TaE oA ghew ¢ Hoh

Y

EXamPle

- Ability to coordinate, organize, and supervise work.
=F, 2, d=s¥

- Comprehension of financial statements.

THEHES| =al=

- Highly motivated and team participant.

£2 L3oi=ut ol oz HAY

90 Spirishn DJHQIRIAHLY HEOZIA X7 IATHA Tl



7]%5(Skills)

Problem-solving=#sz, Conflict resolutionzii} =2451Z, Arranging
social eventso|#lE 2%, Planning tripso{zi7|=l, Juggling schedules
QIRHTIZAO|LL AMRRIo| HM A#E =3, DecoratingZizLt QIEI2[0] ZtA),
Collaborating=i=i, Editing#%!, Fund-raisingxlZ=%!, Interviewing
7, Managing#z|, Navigating the Internet?lE{i=zl Researching
ZA}, SystematizingA|A%15l, Advertising programs”|£/271, Analyzing
insurance factsEsE4, Advising homeless peoplezigli= AlZ =2|A
=21, Allocating forestry resourcesAzlixl#i=%!, Desk top publishing
pTP, Coordinating association eventsz=0[#=7|2l, Designing home
furnishing ads7|zg 7}79] Mzar cjxi9l, Brochuresz==l 24, UNIX,

Telemarketingzizjztoy, 10 years' experiencei0tio] zis!
> W

7i219] A}2l(Personal quality)

Dependableiz/x 2k=, Sense of humors =77l AccurateZ=isl, Active
=210 Adaptablezigs 9l=, Alerto|2ist, Leadershipx|==1, Persistent
#7190=, Quickci=o| =, Results-drivensi4sh,  EnergeticZi=iziol,

Creativezi=={2l, Competent=3!, Practical 27=2), Reliablelz/4 9)=

Sincerexi 451 Efficient==%2l, Systematic7|24 2/=, Responsible

#olzt ol= Detail-orientedz2!5l, Objectivez#zt=iol, OrganizedZiz|
#=0| 22, Motivatede|2=9), HarmoniousEx4 /=, VersatileClz|=2,

Mature 25t Goal-oriented =0 =45 Enthusiastic 242, Ambitious

7] 2}=, Realisticsi4/=2l, Dedicatedsi41=i2l, Disciplined#£0| H[=

I (Resume) ZA3517] 91



o] Qo W Fsinso] Qlrial Azl BwAE)

7b oleki AZSRe A Mok Fith AA7Al
o] TR Zlo] glom ApAsliof sk

A7|4& (Clerical Skills)

- 70 wpm of typing
122t 700 EfO|Z

- Strong communication skills
Ue tiske

- Working knowledge of all common office machines

_,_
-

ZE YUERI MEE J1AIQl AE XA
- Shorthand 150 wpm

£7|24 150 wpm

2o 7|&(Language Skills)
» Fluent in English

- Some Chinese

opzio| F20{ FA}

92 RAhstn o2§QIXHL R FE0M X1 |AJHA B
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HRE 7|&(Computer Skills)
- Personal computer : Experience in Microsoft
- Word, Excel, and PowerPoint
W01 ZEE| Microsoft—-Word, 2l 2l powerPoint A&l
- Familiar with data input procedure

NI

7|49 sto|ato] E(Highlights of Skills)

- Growing sales

e
Thor

OHECH

Recruiting and interviewing
uEn HY

» Training and retraining staff
ArER St Hus

- Promotion

I (Resume) 2517|933



Part @ 2|FHI(RESUME) XtA517|

Number

1g | ATl AR Ayage

R AH(Work Experience, Work History, Business Experience,
Employment History)-2> th2a} Zch

7ot ARE ARt A= Al Aa, dAY AR A
e AdW|= 7ledich
ATy, SRAY, 271 A, Q=] Afolle 1 yekel
B 7Skl 3Est g 7|l 2Rt Adol lew, 1 7Y
Heolld sxlabde 7lsttth o A% =S Akl Eu A
Aoz Madhe Zlo] avpHolt

EXamPle

“Accounting and Financial-Related Experience”

94 BMrhstn ol IRipL FR0IA X7 IATHN Tl



Ze| ¥ 82 Hg BFY

Financial Statementsxi=, Financial Analysiszz 24, Comparative
Analysist|m=41, Consolidated Balance Sheets™izizi=x|=, Financial
Reviewriz=zais, Operating Resultggiaz, S0 o I3 29

ARG B BAGH ol Asaih

“General Business Experience” - gExHte| 73

T 2 T WMsales programs, A Gsales channels, Aol =sales
forecasts, —‘T‘—E—Q—] 0f"/ﬂ'Division budgets, r1’—1"3’]']72]]§]_,Marke'(ing plans, Zﬂ%ﬂ
J__’_%‘Product complaints, 7]‘7—31—5—&|]lnventory Pricing analysis, ﬂﬂ—%ﬂﬁiﬁ]
NAT} Hnew sales opportunities and strategies, 7FAAZW 7| price

quorations 5¢] UL £ AL BF FASE Lo| A&k

“Administration Experience” - YHIALR 2| 73

AR AR office duties, A]F—2-A|Administrative forms, L ZcClient, A1
Billing, ﬂQJMeeting, %%Hravel, Oﬂ‘?’—,]‘—E-A‘]QJ 7]§Correspondence records
Fo| ol Bl S WAL TE Ak} Lol At

WHBALE AFgatol, kS Pashe Aol TAH $42
WA e @ % o mnEew ouy 4 g

d
q
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EXamPle

Work Experience :

2007-Present Park Women's Shoes, Seoul

Assistant Manager

Supervised retail store operations that generated over $§ 100,000

in annual sales revenue.

Responsible for day-to-day operations including bank deposits,

store presentation, hiring, and scheduling

2005-2007 Park Shoes, Suwon

Senior Sales Assistant

Used Microsoft Excel and Word to generate Reports for my

supervisor. Ensured that customers received the best possible

service, considering the circumstances.

- Secretary to manager of general affairs at a foreign firm,

+ Responsibilities include typing, filing, answering the phone,
and scheduling appointments,

- Sales manager, In addition to ordinary sales activities and
management of the department, responsible for recruiting and
training sales staff members.

- Computer programmer. Responsibilities include programming,

and checking validity of output/input system malfunctions,

96 RAMrhstn oI FR0IAM X7 IATRN ZhA



2007‘5 R e e E L e R il = A o A
FAJufel

A g R AFln glosl, Az wolaN 109 DeE
A

seele Lo grr eddd o A FUY 18 Ao
A

2005-2007d =2 O3l =L

A

ANE Sl A RS AE o = AMgele) 24
o pgel 7 BAS wefshy wde A wEg we
e Aok

- = 7|l SRS oiLX2| HIM

- EIO|Z, EAMK2], MSIEH, o2 AHHE 22|

- Ehof 2R aerpoiEset Helge gl H EoiEe| [MEa w

(eX=} |:H:r

==
- AFE Z2Tn, §=En MEAARYISS| EfFY ARt 20
U w50 2R
O} 2H}o|E
ulsol A ofzulolE, Ak, gz
2 2t ofetdl olln] @ w ol9lell, shelo] SR

I WAE dge aad 5 ] mieelnh JEH(ds2 Wid
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T 3L 7ol Sel7bARE AeE MY wol & 4 Q7] o
olal, ol ZoAE ERlofAE o]ejo] w7] ufiolrt.
wiEba] JQER(AFAMD T S=E ARk AAdske Alo] Erk
Q5= of=Hlo|E= URbAo]7] wie] Y uf of=Hjo]E
2 S5 2Ptk Ul AAE ol

oA, 25778 Hexperience ©]2]0], THE A1 7 Additional Experience,
= Other Experience®] RS AAJSIA of=HPOIE 55 7]&dl=

A Foh chi AET BAYE A 2 Wt gk

Mo no

Example Additional Experience

che 3
- Sales Representative, OO Hardware, Seoul 2005-2007.
M9 005I=YN] T 200554-2007

- Sold IBM, NEC, and Samsung IBM, NEC,

98 RAMrhstn DRI HR0[RIA K7 IATHN Zhad



EXamPle

+ Full-time summers and winters at Park Supermarket.
Responsibilities included preparing data for inventory control
and making sales and inventory reports.

Earned 40% of college expenses.

- Part-time during school.

SAU Restaurant : Started as dishwasher, moved up to assistant
to Customer Service Manager.

- Practical summer business experience
Employed at H family restaurant as a waitress, 2007

Clerked at S clothing store, in charge of sales, 2007

<§2 W

- T ESHuloA wf 5T AL FHdopEHlo|E,
Ao A, B A 2.
)] 40%S =t
- 37| & DEEY
SAU tiZ2Adox sy & mEggez 2%, a2 4|2
ARste] 117 BARe] HRE SF
-AAR AEARAE
HAYRE H 715 di5-34-e 18, 20074
S 27 ol ozA Ty, 20074d
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Professional Preparation.
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Part @ 2% MH|(RESUME) ZtA517|

Number
Aol aokd Zame

19

Aastek
AN AL F& Rokumman St A% WOl Sholxu,
A4S PES AkE WS A ARl BA & 4 gk

A A, 71E/7159 L%summary of skills, XA/ 58] L %Fsummary

of Qualifications, Zl—‘?—%‘ﬁ / 75"53,9] _9_9—,]:Summary of Experience %:-O]E]'.

old Abgo] of®l wjof] 8ofsummarye 2MJSHH F271 -

- #fiFoilel Ligol 2l E o
U= B2

rr

X2 2420

- StLtel dEez, o] AL &

o], SFU ARFER

- Chefet 71sE 71 AR
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eA= Adie gFHzE S5 7158 %summary of skills©]
S A Folshe BFel Utk

SwA} 0kg 2] R 74E AR SRl AklgEt
A ok 2ol Bk 97t 7] miEoltt.

AEALE Tisnrt gudel ol 29)E Wl AmIAE merk

.9_9—,‘:Summary
- Highly motivated and goal-oriented.
ofl chet 223t 2H40| =2 0IR

- Ability to complete tasks with accuracy and experience.

Harmonious and dedicated team player.

Fxgat sl B S0jo
- Excellent interpersonal and organizational skills
S R S Y2lE=0| st S

- Basic knowledge on xxxxx,

XXX X XOf| Cigt 7|12 XIAL

102 2ikishn njIRHLe FR0[EIM Xp7|A7HAT RhdE



Part ® 2|3 H|(RESUME) XHA5}7|

Number

20 | AFEIY AZelt wale Ayaze

Zt7 - G| (Technical Qualifications or Licenses)
Example

Technical Qualifications

71&5Q1 XHA

TOEIC 965, 2008

E9] 9651 2008

TOEFL IBT 118, 2009

EE IBT 118%™ 2009

7 H(Resume) AI517| 103



Part @ 2% MH|(RESUME) ZtA517|

Number

o1 | HlFHel ZelEs 2P ase

}e|&h-E (Extracurricular Activities)

Qe AAolt APS A AU W3 AL AR

= R84

Zo] £L& FEolch

o =

EXamPle

Extracurricular Activity

el &S

Captain, College Soccer Team

thet =+ &

Contributed to the winning in All Seoul Soccer Contests.
BE M2 &7 d2olM szl ST

EXamPle

Extracurricular Activity

el &=

President, S University ESS.

S st ESS 3%t

Won all H English Oratorical Contest, 2009
2009¢ ™ HHO| Loty| th3|RE
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Number

29 dlFmle] A ZAJasge

¥ (Honors and Awards)

EXamPle

Honors(4})

1. Honored as “Outstanding in public relations and efficiency, 2008”
20084 PRI} SE9| 244 LA

2. Academic Honors, Park Michael’ s College, 2007
20074 m= O/ het 4 244

EXamPle

Awards(E&)
On present job : Administrative Assistant of the Month four times

...3/01, 9/01, 12/01, 02/02, Recognized for interpersonal skills
and productivity

SIX|0f s : =ZK3/01, 9/01, 12/01, 02/02) 4 UHIZ| AFRHER A, &=
2 ALkt CoIEHA| 7150] 43| QPHEIUCE
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Number

o3 | e AlRlEks AR

AtE|&5 (Social Activities)

o7IM= GA skl o FE & ZAJAE HEopEal, 3
WA TAZE ekl BZshE Aok gty =X 5 A=
Hom A= Fo] Frh HHy(R==)oly Aol FHE o] 3l
Ae Ak A Foh

rr

EXamPle

Social Activities

A2 ES

Seoul Volunteer Tour Guide, 2007-2009
MS {30y XIRIEAL 2007152009

Guided many foreign tourists around Seoul.
ME9| =20l 2 22 S oY
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oy | HFEIY Hul AYae

Z|0| (Hobbies and Interests)

ofe] omAE wY = Q= FuZF e Aok itk

AR o] e Fu|7E il o e 4= Qe dol 7t
sotehd, dlgrlel 71sd 77 Qlek
Ay wfoll FHuloll sl ks s 11 Sk 4
oJtk

7]

4
30

M

EXamPle
Hobbies and Interests

Baseball (Spectator of professional games)
OF (ZZ202E)
Tennis (Active, every Saturday)

HUA (HFEQY 2S)
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<A4] 7> Resume : SW3] 8% AFo| Gl A

Hong Gil Dong
37 Watt Road, Georgia 12345 (02) 123-4567

Summary of Experience
Over five years' experience in event-planning, fundraising, and
publicity. Over nine years' experience in administration for retail
and manufacturing firms. B. A. in Business, Florida Teaching
Certificate.

Nonprofit/Volunteer Service
2000-Present Park Optimists' Association, Park Georgia
Membership Committee Chair
Planning, organizing programs, exhibits and events to recruit

association members. Coordinated annual new member events.

2000-2009 OO County Y.M.C.A.,, OO Georgia Member,
Board of Directors and Executive Committee
Spearheaded first Y.M.C.A. organization in county.
Led $2.5 million fundraising campaign.

Home Management Experience

Scheduling : Assisted business executive and two children in

scheduling travel and transportation.

1% H(Resume) 2517|109



Arranged ticketing, negotiated finances for $4,000-in travel
expenses.

Conflict Resolution : arbitrated personal, business issues.
Effective interpersonal skills.

Budget & purchasing : Managed family finances, including budgeting
medical, and dental insurance packages.

Two home purchases, three auto purchases, expenses, and taxes.

Additional Professional Experience

1989-1991 Sunset Books, Atlanta, Georgia

Assistant Manager, Sales Representative
Managed daily operations of coffee house and bookstore,
directing staff of 20.
Supervised entire floor of merchandise and stock. Purchased all
sideline goods.
- Designed system for inventory analysis, streamlining purchasing,

and display control,

- Promoted from sales to supervisor in 44 days.

- Redirected staff duties for more effective work hours,

Education
- Bachelor of Science in Business, 1989, University of Pennsylvania,
G.P.A. 3.65

- Florida Teaching Certificate, Business and English, 1996, Georgia
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Number

o5 | TR EFH) A

<4 8> A2 ZRe] A A Entry level) S

Robert Roy

77 Uijuro, BB Bldg., Seodaemun-gu,
Seoul, Korea 120-705

(02) 123-4567

1dw1010@hanmail.net

Employment Objective

An entry-level position in accounting.

Education
Bachelor of Science in Accounting; May 2001
Park Michael's College, Colchester, VT
Secondary emphasis in Business Administration
G.P.A. in major, 3.5 G.P.A. Overall.3.6

Dean's List Honors
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Associates of Science in Accounting May 1999
Boston College, Boston, Mass
Rank in class; 45/634 G.P.A. Overall, 3.78

Dean's List Honors

Accounting Experience
Tax Preparer, William A. Simon, CPA
Milton, VT (1/99-5/01)
Prepared tax returns for individuals, firms, and “S” corporations.
Filed amended tax returns.
Initiated and maintained bookkeeping systems for clients. In charge
of Electronic Filing Program including set-up, operations, trouble

shooting, and resolution of problems with IRS and customers.

Accounting Department Staffer,

Bolton Valley Corporation

Bolton Valley, VT (11/95-1/99)
Worked in a variety of capacities including Accounts Payable and
Receivable. Maintained checking accounts for Payroll, accounts
payable and subsidiary corporations. Responsible for handling daily
cash receipts and bank deposits. Acted as company representative
for all matters involving credit cards, such as over charges,
disputed charges and charge backs. Developed and implemented

training procedures for lift ticket sales persons.
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Office Staff, Marriott Corporation

IBM Plant, Essex junction, VT (5/95-8/95)
Fast-paced office environment. Counted daily deposits and reconciled
register tapes. Prepared and filed daily, weekly, and monthly

corporate reports.

References

Available upon request.
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<A4) 9> mAg AERtel S

Your Name
123 Park Street
Fort Worth, Tex12345
(02) 123-4567

EDUCATION

Chicago State University, Chicago, Ill

M.A. in Marketing Dec. 1994

Courses include International Marketing, Marketing Research,
Business Communications, and Statistics.

Pratt University, Brooklyn, NY

B.A. in Accounting, 1992

EMPLOYMENT
THE PLYMOUTH PLAYER, Plymouth, NH
6/94 - New Hampshire's largest newspaper(circ. 30.000)
Present Marketing Assistant (part-time)
- Design and manage market research to determine the satisfaction
of former subscribers with editorial content.
- Develop strategic marketing plans. Propose new marketing
management strategies and systems; studied on-line news

distribution, and creation of new print publications.
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+ Initiate telemarketing campaign to sell ads for a special section,
Targeted advertisers outside usual geographic territory, Although
1/10 of sales force, sold 1/3 of total ads (sold 6.0k of total
sales of 20k),

- Selling display advertising space. Meet with advertisers,

negotiate prices and design ads,

PILGRIM TRAVEL, Plymouth, NH
1/94-6/94 Discount travel company specializing in trans-Atlantic
cruises Marketing Intern

- Managed nation wide client base. Monitored sales, marketing
research, analysis, reports and presentations.

- Developed and executed marketing plan, Coordinated marketing
communications, published monthly client newsletter, created,
marketed and conducted seminars, and managed direct mail
campaigns.

+ Analyzed finances of client organizations, Performed analysis

multivariate revenue, insurance revenue, and accounts receivable,

COMPUTERS
IBM: WordPerfect, Lotus 1-2-3, Macintosh, Microsoft Word.

REFERENCES

Available upon request.
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Your Name
123 Park Street
Fort Worth, Tex 12345
(02) 123-4567

OBJECTIVE:
Position in INTERNATIONAL CORPORATE RELATIONS which
utilizes and challenges my business experience and knowledge

of French Customs, Business Practices, and Language.

SUMMARY OF QUALIFICATIONS:
Communication;
Fluent in French, written and verbal. Knowledge of French culture

and customs. Extensive travel in France, Italy, and Germany.

Marketing;
Oversaw marketing, publications, and advertising for Travel

Abroad Programs. Wrote and designed camera-ready ads,
brochures, and flyers using desktop publishing system. Wrote,
edited, and supervised production of departmental newsletter.

Developed travel itineraries and budgets. Compiled and edited

faculty brochure.

Administration;

Prepared departmental revenue and budget.

118 RAMrhstin DRIl FR0IA X7 IATHM ZhAR



Monitored registration progress. Processed faculty appointments
and tenure reviews.

Wrote minutes for administrative meetings.

Office support for faculty members.

Responsible for letters of appointment. Prepared exams and
course/instructor evaluations.

Assisted with registration and student inquires.

Fundraising;
Worked on development proposals and college fundraising
campaign Organized special events.

EXPERIENCE:

RUTGERS UNIVERSITY, Springfield, Mass

Assistant to the Director, Foreign Language Department, June
1993-Present

Executive Secretary to the Dean, July 1992-May 1993

Faculty Secretary, September 1991-June 1992

EDUCATION:

RUTGERS UNIVERSITY, Springfield, Mass

BA in French Language and Culture Studies, 1991

Study Abroad Program Paris. September 1989-August 1990

REFERENCES:
Furnished upon request.
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Your Name
123 Park Street
Fort Worth, Tex 12345
(02) 123-4567

Experience
1991 -  Shell Oil Co., Birmingham, Ala
Present Executive Secretary-Sales
- Support the Director of Sales,
- Support Field Sales Representatives and Regional
Managers,
- Generate sales reports,
- Sales promotions/contents
- Statistic and data gathering
+ Assist Marketing Department when needed.
- Manage travel arrangements,
- Plan meetings.

- Attend trade shows,

1987-91 Romeo Associates, Birmingham, Ala
Administrative Assistant-International Sales
- Supported the Director of Sales and Contracts
Administrator.

- Managed all correspondence.
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- Supervised export control.

- Managed customer service and repair parts administration
1980-87 Jenks Systems, Birmingham, Ala

Secretary-Marketing

» Maintained personnel records,

- Managed travel arrangements,

- Supervised typing correspondence,

- Directed contact with customer base,

Education
1980 - St. Paul College, Birmingham. Ala
Bachelor of Arts; Business Administration

1988 - Seminars; Assertiveness training; public speaking

Computers
Microsoft Word, Excel, Word perfect, Lotus 1-2-3, IBM
Compatible

Skills
Typing 81 WPM, Dictaphone, E-Mail

Affiliations

Professional Secretaries International

* ANRHIAEN S26l= 22, 9422 2= 2000 H=F TAE AAGH
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<A14] 1> Indented F4] : APF=EAL 2| 2ol 1

Edward Bruce

Rural Route Four, Box 123
New Orleans, La 12345
(02) 123-4567 (home)

(02) 123-4568 (work)

March 10, 2009

Mr. Edward Bruce
MOTOROLA
Philadelphia, Penn

Dear Mr. Edward Bruce

My experience in marketing research and sales support coincides
remarkably well with the details of the market research-manager
position that you advertise in the Chicago Tribune.

I have conducted survey research for a professional organization
based in Chicago by utilizing the Internet as a population base.
I have been involved in numerous focus groups, both as a
participant and as a moderator.

My background of working with people, both individually and
in committees, provides me the insight needed to be a successful

manager.
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Edward Bruce
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>

Path Jason

Human Resources Director
MOTOROLA Corporation
1234 Main Street

Texas, OH 12345

Dear Mr. Path Jason

267 Park Street
Akron, OH 12345

February 20, 2009

I would like to offer my skills and experience for your

consideration regarding administrative position available at

MOTOROLA Corporation.

As an addition to your staff, I would bring extensive, varied

experience in administration, including staff supervision, meeting

planning and direction, and activities scheduling. I have the

ability to speak effectively before groups, and communicate well

through phone contact or the written word. Additionally, my

skills include fund-raising, promotion, and bookkeeping.
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In 2000, I graduated from college, and moved to Seoul because
my sister lived there. When I couldn't find a job, I ended up
back in graduate school in Gwangju where I stayed until 2005.
Once I graduated, I flew back to my favorite city, Seoul and
have been successful in marketing ever since.

20000]| Li= ChetsS S¢iotr Xiof7t A7 U= 2AZE MS2 OJARISLICE 2
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In addition to a Bachelor of Arts degree in Business Administration,
I recently received a Master's degree in International Marketing
from Hanguk University. This educational experience is supported
by two years' part-time experience with SYT Products, where
my marketing efforts resulted in increased annual product sales
of 25 percent.
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During my internship I assisted in the revamping of the main
information system and conducted a computer-needs assessment
study. I also managed the MIS department.
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I am a determined achiever with proven leadership skills.
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While at OO works, I successfully increased the number of

projects completed before the deadline, while supervising a staff

of fifteen.
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1. My experience was greatly increased due to the two summer

internships I had.
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2. The two summer internships I completed add to my experience.
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1. I am a highly skilled computer programmer.
1. L= 12 S#E HFE Z22HHo(Ck

M[H

A o

2. I am fluent in C+, Pascal, and COBOL programming languages.
2. M= C+ mAZE 2 COBOL =13 00| SEEN UELIC
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I did a number of projects for the engineering department.
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1. T performed a number of successful projects for the engineering
department.
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2. 1 completed a number of successful projects for the engineering

department.

ZaiA ofz

. While Sales Manager at OO, I supervised a team that

—

increased revenues by 35 percent in eighteen months.
1. OOOIN HjatoZ Q= 72t XM= 187437t 35%2| fUE7F AlZI Elg X|

2. 1 published four articles in the Old England Journal.

2. Xi= old England X20f| 42| 7|ME S03HELIC

3. My academic training at OO University was specifically
designed to prepare me for a career in social services.

3. OO CigilM=, So| AzlsAt 232l 2okl ZHS 47| 2ol L3S Lt
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March 16, 2008

Mr. William Keith
Director of Personnel
SYN, Inc.

5 Church Street
Cincinnati O 12345

Dear Mr. Keith

This letter is in application to the position of public relations
assistant as advertised in the Sunday, June 14 of the Cincinnati

Free Press.

I will be graduating from saint Paul's College in May with a
B. A. degree in Journalism. In addition to my academic training
in communications, I have acquired practical experience in public
relations through an internship at the Medical Center Hospital
of Ohio.

As a member of the Student Admissions Association, I have
been involved in promoting Saint Paul's College to prospective
students and their parents through tours, presentations and

correspondence. I believe that my background and skills would
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Respectfully yours,

Your Name

Enclosure: Resume

‘Name of lIdE FHAEQ XZEH(Position)0ILt s (Skills) & S8t
(Major) & J|&tCh
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I am a recent graduate of OO College with a B.A. in hotel
management.

I want a job as a hotel/motel management trainee.

Here's what I can do for your company (my Unique Selling
Proposition) : Summer internship with OO Hotels, getting “real
worlds” experience.

Developed cost-efficient check in / out system that cuts waste.
Hard-working, conscientious, reliable.

I will contact you next week to set up an interview.

Thank you for your time and consideration.
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Your advertisement for a trainee in the daily newspaper interests
me greatly. I am a senior who is majoring in tourism management
at ABC University. My college education has provided me with
knowledge and vocational training in a variety of tourism-related
industries including hotels, airlines, travel agencies, and duty-free
shops. It has also enabled me to receive one month's on-the-job
training at the Milton Hotel. I think the training program I took
will be especially helpful in the position you offered. 1 was
active in school organizations and clubs listed on the attached
resume. Please contact my references; they have expressed a
willingness to supply information about my academic records
and job qualifications. I would be much obliged to be trained if

you should give me the opportunity.
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D It has come to my attention through your advertisement in
the Korea Times that you are considering recent graduates for
Y= A S

an entry-level position in writing and editing.
2SS HESO|2ts F2lof Ef

Axht mEjo] ZE0| &

01g 71¥&
@ I have learned from the advertisement in the Korea Times of
July 6 that you are looking for a staff member for your accounting

department.
AZX 0i|IM FAe| HEIRE 2H
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@ I am very interested in applying for an entry-level position

in the field of human resources.
QARE| ZHZA| SR20f thttet S0IE 7HK| USLICH
@ T am applying for the in-house translator position advertised

N
dyes

in the OO Times of March 10.
38 10Y OO EIUXX|Q| o110 7|ZH=|0] = ALA

347|goll §
D I am writing to inquire about the possibility of employment

at OO Language Associates.
A0 R2|7t UCHEH FEIS SIYE

00 ¢lof &
@ 1 am writing to request an informational meeting with you

regarding career opportunities in the field of human services.

MulA BAUZ, F
@ 1 wish to be considered for the management-training program

OIS

at NYNEX.
NYNEXO! Rr2ixiots maaol &71510! &

HL0IZA AP AT Bt

02K QIxi7HEH
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@ Having majored in mathematics at Chicago University, where
I also worked as a Research Assistant, I am confident that I
would make a very successful Research Trainee in your economics

research department.

3
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(@D Mr. John Stewart of Second Avenue Bank, informed me

that you might be expanding your staffing needs.

Hp opilF23 & AEQIEME APt AESES FESID QU= AN LHFNELICL

@ Last week I spoke with Barbara Sandy, who encouraged me
to contact you. My desire to drive for OO Corporation has prompted

me to forward the attached resume for your evaluation.
Xt = Hidiat MCIMet SSREELICL Jd= HMollA| HAtet H2tE Fol=S sk

FNSUCL OO (F)2IAe| EaEAS ZotA sldsta, Al OIFME 2= 4

@ At the suggestion of Professor Gil Dong of Chicago University.
I am enclosing my resume for your consideration.

A7t cistel ZEwso| ATHZ, OIHME SSUSLICE E AEHEILIC,
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(D The enclosed resume outlines my diverse experience in
accounting and finance management. I am in search of an

appropriate opportunity in the Detroit area.
Saot= 0[FME 272 T (ol chet x{e| SR dels Qo FASUCL

CIERO|E x| At FZV|EIE Fu UASLICL)

@ 1 am searching for an administrative position in the real
estate, international finance, or import/export industry. Such a

position would fit very well with my education and achievements.
2SS, IHZE, E= FEYIM MR / ER2A 2E 2 JUFHCL 2 2

2 X2l Xe| sto|Lt X0l ofF MBSt A2igfLich,

@ T would appreciate it if you would place my enclosed
resume in your files.

= A MFEO| X2l OIFME Eiel FAIH ZABHISLIC,
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H|A]
(D 1 believe that my relevant business experience as well as
secretarial skills will be useful to your company.

Mol HIA 7=t ofL|2t BEE U ZR0| ARl RES X0[2tT BHAFLICY,

@ My broad education that includes specialized training in
secretarial procedures and my five years of meaningful business
experience as an administrative assistant would make an ideal
combination for the position.

HIM HZusS Zolet 262 uslt UHAR / S22 HF 2X9| 53 A2

I Xt2lofl oMoz Mttt H2tLct,

ol / oAIg

@D My academic background and work experience have given me
both a firm understanding of the principles of sales and marketing
and an opportunity to put them into practice in the marketplace.

x| st 2SZR2 Hlet oY LZo HiE oS Fu JASE AMZ Al

=
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@ In addition to my marketing major, I have two years of
successful sales experience. I enjoy selling and wish to continue

working in the marketing field.
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@ Based on my educational background and work experience,
I am enthusiastic about pursuing a career in marketing.

ol siup 2Rl 7|zshA, OfE f20iA 2

HEE - AR|L|of
@ My two years ‘experience as a Data Base Designer, as well
as my six months’ experience in the Internet at AA Corporation
give me the necessary capabilities to successfully handle the

responsibilities of a Computer Software Designer.

HlOJE{HIO]A TIXO|HE 2 ZRat 67HEZ AA (F)EIMOIN QI Helsiu, &

3

B AZE C|XI0|4E MIst= ERSt sHS H1 UsLICH

@ 1 offer extensive knowledge of five computer languages
and strong management, sales and sales support experience.

57H2| ZFE 210{Q] 45t X|Alnt 245t B T, TOHX|HL| SHS MSELIC

162 SMrhshn DRI HR0[ZIA K7 IATHN Zhad



31239
(D 1 earned half of my school expenses and have developed

qualities of adaptability and perseverance from working with many

kinds of people.

JOl'

|2 Hiots HHA T2 of2f MESTH & LolHM HSdnt s ZRtsLt,

@ Worked part time as an office clerk for BB Corporation
while attending college. Work involved filing, word-processing,
data processing, and preparing reports. I learned to manage my

time and to be punctual.
tHeh mf BB (F)|AtolM DHEEHY AIRECZM UHSLICL MEEHS|, HEZ
ZAA, Hlole ZRMMEEX]), BIMY SO, ASMel AZHIER AlZIE

48 HgsU,

@ As an English major at Saint Paul's College, T have acquired
a solid background in process writing as well as the fundamentals

of grammar, punctuation, and spelling.

MIPlE ShsiolM oI FBstn, 2ol TSHOIL HARISTH S A2l EY
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(D Should you need additional information, please contact me
at (02) 123-4567

ol X712 MHE ZeZ s1H, (02) 123-45672 TN,

@ 1 would be glad to make myself available for an interview
and typing test at your convenience. I look forward to learning

more about BB Corporation.

WY Eo|Z HAES #E 5 W1 USLICL BB(F) Aol hel o S35

o
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@ Thank you in advance for your consideration.

E2 tfiz{oll ZA=EELC

@ 1 welcome the opportunity to meet with you to further discuss
my qualifications and your needs. Thank you for your time and
consideration.
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® 1 would appreciate your consideration for any suitable
opportunities. You can contact me between 8:00 a.m. and 6:00

p.m. weekdays at (02) 926-0290.
= B 73S dEsl I ol ZAlsl AFLCEL F5 2 8:001 22 6:00

Aolofl F3} (02)926-029002 HMafsl FME REISHLICH
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Cover Letter(example)

To Whom It May Concern

This is intended for telling you about myself.

My name is Hong Gil Dong I was born in a small town, Guri,
Gyeonggi-do province in 1980. I finished my primary school
there, but when I was 15, my father who is a teacher was
relocated to Seoul and all my family members - there are five:
father, mother, an elder sister and a younger brother - moved
to Seoul, where I started my new life as a Seoul.

I was a hard worker and graduated from my junior and senior
highschool with honor. When I was admitted to Catholic
University as an economics student, I worked even harder and
enjoyed the honor of graduating from the university with the
highest honor. I owe it to my parents who used to advise me
to do my best in everything I do.

You may think I am a bookworm, but I am not. I am a man
with an outgoing, sociable personality I make friends easily,
and that was why I had the chance to work for Catholic
University Annals as a reporter.

After college, I was admitted to graduate school of Catholic

University, but I had to finish my military service.
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My dream is to be a man who does not think lightly of little
things, who considers spiritual satisfaction and happiness more
than material ones, and who frankly reflects on his errors to
struggle more earnestly.

If you give me the chance to work for you, I will do my best
to be a professional reporter.

Thank you.

Hong Gil Dong

Uong Gt Bong
Enclosure
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<x|2] 8> The Letter of Self-Introduction

The Letter of Self Introduction

By Hong Gil-Dong

3F Hwajin B/D #100 Bomundong-7st
photo Seongbuk-gu, Seoul 136-087, Korea
Tel. 02) 926-0290

Cell-phone 010-123-4567

June 20, 2009

It's a great pleasure to have an opportunity to introduce myself
to you. I am an applicant applying for the trading department
of your company.

— MEQUA}

My name is Hong Gil-Dong I was born on August 10, 1983 in
Suwon, a city south of Seoul I am 25 years old. I am 175
centimeters tall and weigh 65 kilograms. There are four of us
in my family. They are my father, my mother, my elder sister,
and me. My father is a middle school principal in Suwon. I
received elementary and middle school education there. In March,
1998 1 entered yongsan High School in Seoul. After finishing
high school in February 2001.
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I entered the Department of International Trade at Catholic
University, where I specialized in Foreign Trade Practices and
Trade English. My family motto is to live in sincerity and
honesty. We are all Catholics.

— MOl AN HE U F1EAL

oo

My study at college was interrupted as I was drafted into the
army in July 2003. After serving as an infantry-man for 23
months, I was discharged from the service in June 2005 and
returned to college in September 2005.

I showed excellence in everything I did or studied, and got
scholarships every year in my college. I was particularly interested
in studying English, and was very active in English Conversation
Club and Time Reading Club. My activities in them enabled
me to have a good command of English. In addition to my
efforts in my major, I got the skills such as programming and
word processing from operating personal computer. I can type
300 English words per minute. I have an excellent ability to
handle documentation.
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In September 2008 I graduated from college with a B. A. degree
in Trade. In the following September I entered Stx Trading

Corporation, where I was assigned to the Marketing Division.
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I have been in charge of planning, surveying and analyzing,
accumulating my wide and ample experience as a senior
researcher now. However, I decided to quit the company to
hunt for a more active and aggressive job like overseas business
as a more responsible and capable person.

- B2

oo

My personal merits are that I have a sense of humor and that
I approach things positively and actively. I don't like to leave
anything half-done. It makes me nervous, so I can't concentrate
on anything else until the first thing is finished. My father has
told me not to do anything by halves since my childhood. As
usual, I extremely distinguish between public matters and private
ones. These seem to be my personal weak points. As for my
philosophy, I always try to understand other people and things
around me in terms of love. My hobbies are reading books and
playing tennis. Especially, my tennis ability is second to none.

I regard health as the most important thing in my life.

|

St
1,

— 70| & EHY,

M2t

O], 21zl

, o

K5t Af

Al
:
oo

I applied for your company for two reasons. First of all, I
have wanted a job where I can use my major, Trade English

and my private skills to the best of my capability.
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Secondly. your company has a great future and possibility, so I
guess I would be able to develop my own abilities and learn a
lot from working in a successful and established company like
yours. Your company reminds me of the saying that “where
there ‘s a will, there’s a way.”

- X[Es7]

If you hire me, I will try my best with great pride in the job.
I am ready to dedicate myself to the development and prosperity

of your company. I want to be a professional in my field.

— QAL 3ol Xl U 2R 2R

Please refer to Mr. Kim Nu Nu professor of the Department of
International Trade at Catholic University, at (02) 972- 2222.
He will provide any further details of my qualifications that

you may desire. Thank you for your time.

Yours very truly,
Hong Gil-Dong
Hong Git-Dong
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Application Form

PERSONAL DATA

Name(English)
Address

Date of Birth

Veterans' Yes( ) Marital Single
Family /No(0) Status
Tel

No.(Home) TOEIC

(Mobile E—mail

Phone) Address
Applying

Position

EDUCATIONAL DATA

Bomun High School
Graduated in education
(Mar, 1998 — Feb, 2001)

MYONGJI UNIVERSITY
Majored in Electronics and Telecommunication and computer
(Mar, 2001 — Feb, 2008)
* Studied in the field of semiconductor such as Semiconductor
Process and Production Technologies
* Designed electric circuit and programs(C language, visual
basic, C++ ---)
* Total GPA : 3.80/4.5
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EXPERIENCE

ADT Korea
(Feb, 2008 — May, 2008)

Military service
(Jan, 2003 — Apr, 2005)

Computer skills & Licenses
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The letter of Self - Introduction
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<A]4] 11> %A (Introduction & Recommendation)

Ha-Ram Trading Co., Ltd.
100, 4-ga Chungjeong-ro Seodaemun-gu,
Seoul
Tel. 02) 926-0290
Cell-phone 010-123-4567
May 20, 2009

To Whom It May Concem :

It is a great pleasure to comment on Mr. George's excellent
work in connection with the possible appointment to your
esteemed company. As an assistant manager for nearly 8 years,
he was responsible for numerous aspects of our operations from
personnel management to planning, purchasing, advertising and
customer relations.

Mr. George successfully applied his natural managerial ability
and broad experience to every task. He is an exceptionally
capable and personal individual. For the past eight years Mr.
George is very knowledgeable about the field of business
adminstration. His personal manner has also made a very good
impression on me. Thus, I would urge you to give him very
serious consideration for the position he has been offered.

If you need additional information, please don't hesitate to call me.
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<Al 12> General Letter of Recommendation(YEHAQ] 4 A)

To Whom It May Concern,

Mr. John, who is now leaving our company, has been in my
office for the past five years, during which time he has faithfully
attended to his duties, proving himself to be industrious and
thoroughly reliable. He is a good typist and acquainted with
correspondence.

I shall at any time cheerfully respond to all applications I may

have regarding his character and abilities.

Yours faithfully

* [Note] attend to — SAIG| LYCL ~0 F2SICH industrious — £ X8t
thoroughly—-&&0al. reliable - Y8t be acquainted with. —~0l S5t
Ct. respond - GtLCt. regarding—~0ll &allAl abilities — =&
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As an organized and detail-oriented individual with five years'
experience in administration, I believe my qualifications match
your requirements. My strengths also include independent working
habits and superb computer skills. As an administrative assistant
at Lunch Hospital, I was in charge of all computer support,
word processing and data base, spreadsheet, and administrative
functions. Duties included all purchasing,

equipment maintenance, daily office operations, supervising of
staff and volunteers, and coordinating various projects with staff

and outside venders.

I would appreciate the opportunity to discuss this position with
you at your convenience, as it sounds like an exciting opportunity.
If you have any questions, do not hesitate to contact me at the
above-listed phone number or at (02) 123-4567.

Sincerely,
Hong Gil-Dong

Hong Git-Bong
Enc.resume
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1125 Nevada State Drive,
Henderson, NV 89002

May 20, 2008

Mr. Ted Richard

BB Coordinator
Department DRR 1201
Database Corporation

Phoenix, Ariz 12345

Dear Mr. Richard

Your advertisement for software engineers in the April issue of
the IEEE caught my attention. I was drawn to the ad by my

strong interest in both software design and database.

I have worked with a CALMA system in developing VLSI
circuits, and I also have substantial experience in the design of
interactive CAD software. Because of this experience, I can make
a direct and immediate contribution to your department. I have
enclosed a copy of my resume, which details my qualifications

and suggests how I might be of service to Database.
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123 White Street
Seattle, Wash 12345

July 17, 2009
Mr. Peter Seamus
Representative
ABC Employment Agency
123 White Street
Newark, N.J. 12345

Dear Mr. Seamus:

I am searching for an administrative position in the real estate,
international finance, or import/export industry. Such a position
seems to fit very well with my education and achievements, as

well as my career interest.

As a B. A. graduate of the University of New Jersey's School
of Business, I have been thoroughly educated in all aspects of
the business environment. In addition, I am a very motivated
and ambitious person. While pursuing my academic studies, I
was accepted into and participated in the University Study

Abroad Program in Seoul Korea.
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Everybody needs a resume when job-hunting.

Learn which resume formats the experts prefer and how to
effectively write summary statements, your employment history
and other sections.

Finding employment can be challenging for anyone, but the job
market can be especially tough for recent college graduates,
people re-entering the workforce after time away, or someone
who has been in a position for a long time.

Competition is stiff; the market is filled with other strong job
candidates, too. So how can you increase your chances for
getting a great job in the field you love? For almost everyone,

it starts with a resume.
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POSITION : ALHE (Fol2)

Resume

% ME IS AEsIAI0, MEE Bt
27510 ZHst0f ZAI7| BrRiLIC

PERSONNEL HISTORY

Name GIL-DONG, HONG (£4%)

Date of Birth Jan. 12, 1990

Gender Male (Single)

Address 55, Seocho-Dong, Seocho-Gu, Seoul,Korea
Contact Mobile) 010-xxxx-0000  Home) 02-xxxx-0000
E-mail

Language Korean & English

EDUCATIONAL BACKGROUND

Mar. 2010~Feb. 2014 ABCD UNIVERSITY, SEOUL
B.A. in Psychology
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WORK EXPERIENCE (Total : 3 years and 4 months)

Jan. 2011~Present ABCD COMPANY, SEOUL

Position Research Team / Sr. Consultant
- Marketing Research and Organizing Project
- Research for Tracking of Samsung Confectionary Co., Ltd.
- Making Activation Project of Hankuk Card
- Organizing Launching for New Healthy Product

(53 SAPER FEsto] ZdiRt AAISHA| Zlesl A7) vy

SPECIAL ACTIVITIES

Mar. 2010~Feb. 2012 Volunteering Service in ABCD Night School
- Teach moral philosophy

Mar. 2010~Feb. 2013 Volunteering Service in ABCD Night School
- Teach moral philosophy

OTHERS

Training

August 2011 ~ February 2013

: Vancouver Institute of Business Technology
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Certificates & Awards

Aug. 2013 Word processor 1 class

Military Service

Dec. 2010~Feb. 2011 Discharged from the ROK Army

Other Skills

Language Fluent in English(TOEIC:850)
Computer Proficient in MS-OFFICE skills
(MS Office, SPSS, Internet, Etc.)
Others Good relationship with people by excellent

communication skill.

Compensation

Present/Previous KRW 35,000,000
Expected about KRW 38,000,000
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Waite KIM

136-087 Hillstate APT,#100 Bomundong-7st
Seongbuk-gu, Seoul, South Korea
Tel: 010-xxx-8888, E-mail: xxx@hanmail.net

EDUCATION
Sept 2008 - University of New York, Faculty of Law New York
ON, U.S.A
Dec 2009 LL.M. in IP/IT Law, Innovation Law & Policy
e Thesis focus: Digital Copyright Protection & Technology

June 2006 - Illinois University, Law School Illinois, USA
Aug 2006 Certificate in Transnational Law

e Program focus: Globalization and the Legal Problems

Sept 2004 - Hankuk University, College of Law Seoul, Korea
Aug 2007 LL.M. in Environmental Law & Policy
e Thesis focus: Appropriate Regulation of Water Quality

Continued
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Mar 1994 - Hankuk University, College of Law Seoul, Korea
Feb 2000 LL.B. in Law General
e Graduated in the top 10 per cent

e Thesis focus: Legal Effect of Divorce in Family Law

e Majored in civil law

(with a specialization in contract & family law)

WORK EXPERIENCE

Dec 2011 - HS Korea, Ltd. Daejeon, Korea

Present Legal/Compliance/Governance Asst. General Manager

(Compliance / Legal / OR / CoSec.)

- Performed the roll of General Counsel, including;

Providing the functions with the legal opinion regarding
interpretation of Financial Holding Company Act

Responding the requests on legal review or litigation from JPK
& Subsidiaries

Cooperating with the lawyers from the top law firms for legal
review and litigation

Coordinating the Board meeting and Audit Committee meeting
and project-leading for the subsidiaries’ Board meeting
Establishing and operating the corporate governance by developing
governance manual and supporting JPK Governance Officer
Reporting periodically the update information on business of

General Cousel

F{H|E(Cover Letter) ZbM517| 193



Resume of: Waite kim Page 3

- Directed JPK Comprehensive Compliance Plan, including;

Responding the requests on Compliance from JPK & Subsidiaries
Responding the requests from FSS, Coordinating the preparation
of FSS full-scope audit

Reviewing and managing the JPK policies and procedures
Supporting the role of JPK Governance Officer

Designing and managing the JPK business on customer complaints
Establishing 2011/2013 JPK Compliance Plan

Directing the JPK & Subs’ system of internal control

Enacting JPK Compliance Manual

Monitoring the sharing of customer information among JPK & Subs

- Coordinated preparing and handling of EC full-scope audit in
2013 including;

Documenting and consolidating the preliminary materials to
submit to FSS audit team

Arranging the meeting and consolidated the materials to submit
during the audit period

Reporting on the several significant issues on which FSS audit
team requested an special report

Handling the instant interviews with EC auditor

- Directed and coordinated overall Compliance Review/Monitoring
through JPK & Subs including;

Planned all the Compliance review and monitoring program for
JPK entirely

Confirmed and checked the planned compliance monitoring for their
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- proper implementation

Monitored and ensured that each compliance monitoring program
should meet the EC requirements

Ensured that all the process including plan to result should be
appropriately reported to YT and Audit Committee

- Established HS Group monitoring tool (RCAR: Regulatory Compliance
& Assurance Review) in JPK

Coordinated and held the numerous meetings and conference
calls with Group Compliance Monitoring Team for adopting YT
Methodology in JPK

Cascaded YT Methodology and YTR procedure and practice to
all the subsidiaries

Coordinated and provided the timely hands-on training to the
YTR working group of each subsidiaries

Encouraged and led the YTR working groups of subsidiaries by
arranging the joint review with the subsidiaries’ compliance team
Ensured that the monitoring program and result should be
properly reported to Group

- Setup HS Group Reporting tool (RRMI & Country Hotspot Report)
in JPK & Subs

Coordinated and held the numerous meetings and conference
calls with Group Compliance Reporting Team for adopting RRMI
(Regulatory Risk Management Information) & Country Hotspot
Report in JPK

Cascaded RRMI & Country Hotspot Report tool and its guideline
to all the subsidiaries

Coordinated and provided the timely hands-on training to the RRMI
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- working group of each subsidiaries
e Ensured that the RRMI & Hotspot report should be properly

consolidated and reported to Group

- Established the streamlined reporting line from JP Group to each

subsidiaries in Korea

- Established and managed the Compliance & Audit Forum for JP

and subsidiaries

- Produced various Compliance Training materials and provided the

employees with proper training;

e Drafted and enacted JPK Compliance Manual and managed its
version control periodically

e Came up with an idea and drafted a report to CEO for
improving compliance in JPK

e Established 2011/2013 Compliance training plan and reported to
Audit Committee

e Conducted and encouraged the employees to complete the e-

learning for Code of Conduct

- Performed the roles as a Governance Manager including;
e Established the Governance Manual and managed its periodical
update to report to MMD in JPK and subsidiaries
e Supported JPK Governance Officer in terms of corporate

governance throughout JPK and subsidiaries

- Directed and coordinated overall reporting to MMD meeting and
Audit Committee (Co Sec)
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Dec 2010 - Hankuk Savings Bank Korea, Ltd. Goyang, Korea
Dec 2011 Legal/Compliance Assoc. Manager
(Legal/ CoSec./Compliance/OR)

- Reviewed various company contracts and provided proactive
advice on applicable laws & regulations

- Directed the business of General Counsel including litigation and
dispute on consumer banking

- Identified potential legal/compliance issues and provided advice
on appropriate remedial action

- Assisted Company Secretary to manage MMD meeting and Board
Committees (Co Sec)

- Ensured that compliance with regulatory requirements & Group
standards continue to be monitored

- Ensured appropriate internal controls and procedures for money
laundering prevention (AML)

- Coordinated preparing and handling of FSS full-scope audit in
2013

- Setup and supported the identification and management of
operational risks on a daily basis (OR)

- Conducted periodic training for effective compliance monitoring

and risk management to staff

Mar 2010 - Akron Co., Ltd. Daegu, Korea
Nov 2010 General Counsel
- Reviewed various company contracts and regulations for legal affairs

- Drafted and reviewed the international business contracts (e.g. MOU)
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- Drafted and analyzed company regulation in adjustment to
government policy
- Corresponded and communicated with the legal staff or lawyer of

outside Korea

Jan 2010 - Tampa Insurance Co., Ltd. Seoul, Korea

Aug 2008 Legal & Compliance Advisor

- Analyzed & refurbished internal regulations in adjustment to
policy change of Gov. and FSS

- Responded to various information request from KNIA, FSS, FSC,
KIDI and provided position paper

- Developed and executed internal compliance control and AML of
non-life insurance business

- Provided training program for effectively communicating the
compliance and ethics standards

- Reviewed contracts and regulations to determine their effect on
insurance products/sale

- Monitored management and provided guidance to managers on

compliance /company standard

Feb 2006 - The Korean Society of International Law (KSIL)
Busan, Korea
Feb 2007 Secretary General
- Established cooperative relationship with domestic/overseas NGO
and relevant external bodies including MOFAT, NIS, ASIL

- Directed regular/adhoc academic contest/ forums and coordinated
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external communication

Managed and streamlined the regular meetings of Board members
and attended external meetings

Coordinated various domestic/International conference and published
KSIL periodical journals

Took the overall lead of year-planning, project-planning, and other

administration work

March 2000 - SPL Co., Ltd. Seoul, Korea
Sept. 2000  Junior Officer - General Counsel

Interpreted the relevant laws and assisted in analyzing court
decisions and supported litigation

Reviewed various business contract documents and managed
company credits

Provided legal/compliance opinions to requested queries from

operational units

OTHER PROFESSIONAL EXPERIENCE

May 2009 - Atlanta Downtown Public Legal Service

Atlanta ON, U.S.A.

July 2009 Law Student Consultant

Reviewed contracts and cases of personnel/corporations in a
teamwork with downtown lawyer

Provided free legal consulting service in the field of Environmental
/TP law
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Feb 2009 - Chicago Int’l Law Moot Court Competition
Chicago ON, U.S.A
Mar 2009 AMT Computer Research Assistant
- Advised participants to access online legal databases
- Supervised students to ensure BLC Rules are observed
Aug 2008 Hate On the Internet-3rd Int’l Symposium
Norfolk ON, England
Invited researcher in full scholarship
- Participated in multi-sectored symposium as a legal expert
Mar 2007 - Brain Korea 21(BK21) Project of SNU Law Seoul,
Korea
Dec 2007 Team-Researcher(Environmental Law/ International Law)
- Provided presentation of treatises and writings pertaining to theme
of team projects regularly
- Made a publication of academic results in both Korean and
English for BK21 Journal

LICENSE & SKILLS

e Certified Finance Consultant for non-life Insurance - granted
by Korea Insurance Institute(KII) 25 February 2008

e Certified Branch Compliance Officer (CBCO) - granted by Korea
Banking Institute(KBI) 7 July 2010, License No. XXX0000

e Internal Control Assessment (ICA) - granted by Korea Internal
Control Association(KICA) 18 November 2012, License No.
ICA XXX 0000

e Computer Skills: MS-Office literacy (Certificate acquired);
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Internet Search; Online Legal Research - Received hands-on training
in Westlaw, Quicklaw.
e Presentation Skills: Academic presentation (in English) skill -
received several hands-on training programs provided by U of T.
e [anguages: Korean(Native), English(Native), Japanese(Conversational
/ Written), French(Written)

VOLUNTEER WORK AND INTERESTS
e Ranked 4th in the SWA swimming competition at the Seoul
National University, August 2006

e Leader of Choir & Korean Class at BBA International in Seoul,
Korea Jan. 2004 to July 2008

e Tenor leader of Law School choir at Faculty of Law, University
of Chicago, Sept. 2008 to April 2009

e Student Member of the ACB & DBY at Norfolk ON, England,
Sept. 2008 to Present

e Captain of Ushering Team at BBA International in Seoul,

Korea Jan. 2011 to Present
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Seungri LEE

Mobile: 010—XXXX-0000
E-mail: 00000@hanmail.net

OBJECTIVE

To obtain marketing position which will allow me not only to
implement my knowledge and expertise in the field of procurement

experience but also to acquire deeper purchasing (buying) insight.

WORK EXPERIENCE

JAN 2013 - Hankuk CO.LTD., Busan, Korea

Assistant Manager; Strategic Procurement Div.

e Managing Supply Chains with ownership focusing on long-term
competitiveness on pricing and delivery.

Continued
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e Building strong partnership with suppliers, related divisions and
other stakeholders through various communication channels to
gain better understanding of the industry, market trends and
customer expectations.

e Managing projects that are under development model to secure
competitiveness through technology application and cost efficiency.

e Identifying the needs of the new models and assigning suitable
suppliers and items for the new models.

e Assisting with the annual division-based procurement strategies
and team-based management plans.

e Analyzing the worldwide mobile market trends through various
resources.

e Conducting half-yearly cost reduction negotiations after establishing
negotiation strategies and logics (Average targeting rate: 5~8%).

e Identifying, developing and managing pool of suppliers through

sourcing and auditing potential vendors.
[Special Projects]

e Successful completion of the Annual Company Introduction File
as the division representative. (PPT document including general
information, milestones, annual business reviews & overview,
and long-term goals)

e Joined TFT (CEO ownership); targeted to sourcing new commodity
and potential suppliers for setting up the platform of water-proof

solutions for mobile phones.
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EDUCATION

AUG 2009 - MAY 2012

DENVER STATE UNIVERSITY, Denver, U.S.

Bachelor of Science, W.P.ABC School of Business; GPA: 3.8 /4.0
e Major: Supply Chain Management

e Achieved Dean’s list for academic excellence

o Received Graduation honors

MAR 2007 - JUNE 2008

HANKUK UNIVERSITY, Seoul, Korea

Bachelor of Art, English Language and Literature; GPA: 4.0/4.5

e Scholarship, awarded for top 10 % students in Department of
English Language and Literature

e Achieved Dean’s list

EXTRA CURRICULAR ACTIVIEIS

AUG 2010 -JUL 2011 Secretary of Korean Student Association
(KSA), Denver

e Consisted of more than 100 active members

e Planed and promoted all events sponsored by KSA school -wide
e Networked and helped Korean students by one-on-one care

service with housing, class registration and university life

204 SMristn 0HRIMINL 202 K7 1AM Tl



Resume of: Seungri LEE Page 4

MAR 2007 - AUG 2008 Vice president of TBC

(English Translation Association), Seoul, Korea

e Consisted of more than 100 active members

e Translated and interpreted English literature, articles, periodicals,
and magazines into Korean

e Learned and understood English culture from American or

British literature

OTHER INFORMATION
AWARDS Graduation Honors - Magna Cum Laude,
Denver State University 2012

Dean’s List at Denver State University
Dean’s List at HANKUK University 2008

COMPUTERS MS Word, PowerPoint, Excel, SAP

LANGUAGES Korean(Native), English(Fluent), Japanese (Beginner)
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