이력서                          
 
인적사항

이름 ; 고수미 (1975. 8. 20)/ 주소 ; 서울 마포구 도화동
연락처 ; 핸드폰 016-309-9559/ 메일 smkoh@paran.com

학력사항

1994. 3~ 1998. 2 ; 부경대학교 졸업

1991. 3~ 1994. 2 ; 대명여자고등학교 졸업 

경력사항
2004.10~2005.12 ; PGC Edutainment Inc. – Executive Assistant(비서/인사, 총무, 기획, 경영 지원)
경기도 영어 마을 설립 및 영어 교육 사업 관련 국내외 프로젝트 기획 및 경영 지원
채용 및 전반적인 인사 행정, 조직 관리/ 비서 업무 
2003.02~2004.09 ; BEA Systems Korea – Office Administrator & Secretary(비서/인사,총무 지원)
사무실 유지, 이전 관리/ 외부 교섭/ 설비,차량,구매/ 사내행사 기획/ 교육 서비스 센터 운영 관리

직원 출장, 건강검진,상벌 등 복지 규정 기획, 관리/ 직원 및 회사 관련 서류 발급,관리/전반적인 비서 업무

1999.02~2002.10; 인터컨티넨탈 호텔/ 리츠 칼튼 호텔- GRO(Guest Relations Officer) & Front Officer
VIP마케팅 및 의전 안내/객실 예약 및 판촉/비즈니스 센터 운영 관리 대행 업무
고객 불편 사항 처리 및 호텔 안내/ 외국인 고객 비서 업무 및 각종 행사 진행

특별 활동/ 어학 연수 및 기타사항
`97 부산 동아시아 경기대회 의전 통역 안내 (롯데 호텔)
’97, ‘02년 부산 국제 영화제 마케팅 및 이벤트, 파티 기획 행사 진행
교내 방송국 제작부 /외국계 기업 동호회 봉사 활동 및 case study
USO(United States Organization) & 부산시 자원봉사 센터 통역 안내 봉사 활동

COEX 전시 컨벤션 및 이벤트 기획 전문가 과정 수료 및 국내외 행사 홍보/ VIP마케팅 및 DB구축, 이벤트 기획
PMC프로덕션 및 MBC 프로그램 모니터 활동/ 리바이스, 태평양 브랜드 패널로써 홍보 활동

교내 장학생으로 선발되어 미국 오레곤 주립대 어학 연수 

문화 체육부 장관 주최. 국비 장학생으로 일본 문화 탐방/ 스위스, 파리, 이태리 등 유럽 배낭 여행 체험

영어 및 일본어 회화 가능 / 컴퓨터 스킬 (엑셀, 파워 포인트, 워드 활용 가능)

                                                                     2007.01.15 / 고수미
EMPLOYMENT HISTORY (Koh, Soo-Mi)

PROFESSIONAL EXPERIRNCE

PGC Edutainment Inc.                                  Oct.2004 ~ Dec.2005
The mission of PGC is to support to establish of Gyeongi English Village Organization and create books, supplements and curriculum in a variety of media for learners of English as an international language. Along with a strong team of strategic partners, PGC Edutainment develops entertaining and educational content and products for markets all over the world.
Responsibility
- HR activities focusing on managing whole recruiting process (Job-ads, screening and filing candidates' resume, arranging interview etc.) & other HR related support 

- Time management of President, scheduling, and preparing his travel
- HQ high level visitors’ Korea-visit preparation and all necessary arrangement 
- Management budget planning and reviewing/ Miscellaneous delicate work
- Supporting marketing of Contents and Project
- Planning and marketing of International Family Program for student of studying overseas
- Office Management and Supporting of Organization Set-up
* Planning/ Scheduling/ Supervise Events and Ceremonies
* Issue visa/ Foreign registration Certificate/ Re-Entry Permission/ Housing Support
* Lease/ Rent of Real Estates (Contract/ Termination/ Extension)
* Employee travel support management (Hotel booking, flight arrangement, company air mileage) 
* Office supplies & beverage purchasing management & control
* Informing delivery service cost and fuel gas cost to department heads for them to control their budget
* Various office management work

Achievement-Successfully doing well as Executive Assistant
BEA Systems Korea                                     Fab.2003~Sep.2004

BEA Systems, Inc. is the world’s leading application infrastructure software company. BEA provides the enterprise software foundation for more than 15,000 customers around the world, including the majority of the fortune Global 500. Companies tune to BEA to help them evolve their existing enterprise software applications from inflexible, redundant, legacy architectures to highly responsive, mature web infrastructures.

Responsibility

- Operation and Management of Technician Education/Service Center
- Communicate with HQ & Handling customs of contents import
- HR activities focusing on managing whole recruiting process (Job-ads, screening and filing candidates' resume, arranging interview etc.) & other HR related support (Employee Regular Medical Examination, Employee Related Certification Issue, Employee Leave Management, Employee Benefit…etc)
- Scheduling internal and external meeting (Teleconference with global members, Meeting with internal staffs/clients, Department workshop, etc.)
- Updating client information at CRM Siebel

- Time management of President, scheduling, and preparing his travel
- HQ high level visitors’ Korea-visit preparation and all necessary arrangement 
- Management budget planning and reviewing
- Accessory stock management (gift and promotion items) /Miscellaneous delicate work
- Office Management
* Lease/ Rent of Real Estates (Contract/ Termination/ Extension)
* GA Overall Planning/ Other Administrative Support
* Planning/ Scheduling/ Supervise Events and Ceremonies
* Supervise construction (Enlargement/ Re-modeling/ New Building etc.)
* Responsible for In-House Broadcasting Facilities Install/ Communication Facilities and Operation
* G.A. Pool Car management 
* Employee travel support management (Hotel booking, flight arrangement, company air mileage) 
* Office supplies & beverage purchasing management 
* Informing delivery service cost and fuel gas cost to department heads for them to control their budget
* Various office management work

Achievement- Successfully doing well as Office Administrator & Secretary
The Ritz-Carlton, Seoul                                 May.2002~Oct.2002
The Ritz-Carlton has inherited the service spirit of Cesar Ritz as the "best hotel" and has initiated it for more than 100 years. The Ritz-Carlton, Seoul opened in 1995, constructed with the style of the Versailles Palace that delivers ancient and high-class interiors with a modern touch. The graceful outlook, noble interiors, well-mannered employees, and their service make it possible to maintain the "World Best" status of our hotel. 
Responsibility

- Operating executive club lounge and supporting various secretarial work for VIP guest such as; Rent cellular phone& Arrange meeting room/ Present 5 times complimentary food service/ Help to use high-speed internet/ Perform daily club lounge opening and closing procedures

- Accepting room reservation & express check-in/out service

- Handling guests’ problem(customer complains)/Answering question and giving information about the hotel

- VIP marketing and Sales/ Updating client information at CRM Siebel
- HQ high level visitors’ Korea-visit preparation and all necessary arrangement

- Arranging meeting (Teleconference with global members, Meeting with internal staffs/clients)
- Coordinating overseas business trip(flight, hotel and meetings etc)

Achievement- Successfully doing well as GRO(Guest Relations Officer)

Inter-Continental Hotel in Seoul                         Jan.1999~Apr.2002

Inter-Continental Hotels Group is a leading global hospitality group, with more than 3,500 hotels and 535,000 guest rooms across nearly 100 countries and territories. Every year more than 120 million people find a welcome at one of our lodging brands. Inter-Continental Seoul has been regarded as the city's premier hotel and respected internationally for its excellent service and comprehensive range of business and entertainment facilities.

Responsibility

- Operation and Management of Business Center
- Supporting various secretarial work for VIP foreign guest
- Providing secretarial support for front office manager

- Performing office administrative support

- Accepting room reservation & express check-in/out service

- Dealing with guests’ problem(customer complains)

- Answering question and giving information about the hotel

- VIP marketing and Sales/ Updating client information at CRM Siebel 
- HQ high level visitors’ Korea-visit preparation and all necessary arrangement

- Arranging meeting (Teleconference with global members, Meeting with internal staffs/clients)
- Coordinating overseas business trip(flight, hotel and meetings etc)

Achievement- Successfully doing well as Front Officer
EDUCATION

Pukyung National University- B.A. in Applied Geology                 Mar.1994~Feb.1998

SPECIALIZED TRAINING & ACTIVITIES

*Learning professional course entitled ‘coordinator & consultant of Exhibition, Convention and Event’ sponsored by COEX

*Selected as Korea & Japan culture exchange scholarship student under the minister Korea culture department

*Selected as Event and marketing staff of Pusan International Film Festival at 1997, 2002
*Selected as a scholarship student and supported to go America for language training(Oregon State University)
*Coordinator Internship of the 24th Asia & Pacific dental congress & Living Design a Fair at COEX

*Volunteer as interpreter in Pusan East Asian Games 1997 at Hotel Lotte

*Volunteer in USO(United States Organization) & Pusan Volunteer Center

SKILLS

Foreign language skills: English, Japanese

Computer Skills: MS Word, Excel, PowerPoint

PERSONAL DATA

Year of Birth: Aug.20,1975

Martial Status: Single

REFERENCES

Available upon request

