SAM-PUL WON
Personal Profile

I have come from Korea to do an internship in office administration.  I want to learn about Canadian company culture and I want to practice my English.  I am very enthusiastic, diligent and responsible.  I can bring the following skills to my internship host:

· Advanced English and fluent Korean

· Proficient in MS Office (Word, Power Point, Excel, Outlook) 

· 8 years of office administrative experience

WORK EXPERIENCE

2006-2010

Fake Corp Co, Seoul, South Korea

Secretary

· Answered telephones and performed general reception duties

· Prepared documents and correspondence for executive director

· Coordinated corporate meetings

· Arranged international travel for executives

2004-2006

Ersatz Aerospace Ltd., Seoul, South Korea

Filing Clerk
· Responsible for filing and locating documents for research staff
· Filled in for receptionist on sick days and vacations
OTHER EXPERIENCE

1998-2000

Korean Navy, South Korea

2-year Military Service Requirement: Filing Clerk
· Responsible for filing documents at naval base

· Commanded 6-person team
· Completed my military service with rank of Corporal
EDUCATION

2010-Present

SuperLingua ESL School, Vancouver, BC

Business English Program
2000-2004

Seoul National University, Seoul, South Korea

Bachelor of Arts: Commerce
