▶▷ Application Form◁◀

· Personal Information
	Name
	Jang, Hye Yun
	Birthday
	1982-11-27 (26 yrs.)
	[image: image1.jpg]=





	Address
	(137-810) No. 302 Sangga-jutaek 731-27 1-dong Banpo Seocho-gu Seoul
	

	Status
	Permanent
	Availability
	Immediately
	

	Contacts
	010-9911-8533
	E-mail
	hyeyun911@naver.com
	


· Educational Background
	From
	To
	Name
	Yrs.
	Major

	2005.03
	2006.12
	Ateneo Graduate School of Business
	2
	MBA

	2000.06
	2004.03
	University of Asia and the Pacific
	4
	Industrial Economics

	1996.06
	2000.03
	Colegio San Agustin
	4
	High School


· Work Experience
	Period
	2006.08 ~ Present

	Place
	Carrier International Corporation – ROHQ (Shared Service)

	Position
	Senior Administrator

	Job Description
	1. Monthly Closing / General Accounting

    - Supporting monthly closing and reporting to Regional office and Corporate

A. Bank Reconciliation

B. FX Reconciliation

C. FX Revaluation

D. FX Forecast

E. Usance Forecast

F. Forward Contract

G. Fixed Asset report

H. VAT report assistance
2. Treasury (both local & foreign)
A. Local E-banking disbursements
B. Overseas wire transfer

C. Import Letter of Credit administration

3. Accounts Payable

- Audit and post in compliance of country policies
A. Production material
B. Non-production material

C. TER/EER expense

D. Freight & Service/Installation Fee

4. Accounts Receivable / Intercompany 
A. Cash-in application

B. A/R offset application

C. Intercompany reconciliation

D. Intercompany OOB balance clearance

5. Others

A. Korea OTIS Finance Migration Head

B. SOX Tester & ACE leader

C. Liaison for CKO/OTIS/KEB

	Period
	2004.04~2006.08

	Place
	Prople BPO Inc. (IBM Asia Pacific Administration Center)

	Position
	Country Administrator

	Job Description
	1. Accounts Payable
   - Audit and post in compliance with program and country/region guidelines
A. Monthly Incentive calculation
B. IBM partners claims and revenue
C. IBM partners rebate

D. Program marketing activities 

2. Treasury

A. Local E-banking disbursements

B. Disbursement documents preparation
3. Sales Administration
A. Completion of tasks to schedule

B. Immediate response to client communications

C. Prompt resolution of issues 

D. Ensure compliance with SLA

E. Generation and validation of integrity of reports data

F. Monthly report to HQ
4. Others
A. Program Guideline Translation

B. SOX Tester / Internal Audit Initiator

C. Liaison for IBM

D. ISO 9001-2000 Project Accomplishment


· Internship Experience
	Period
	Place
	Position
	Role

	2006.01~

2006.03
	Institutional Shareholder Services Inc. 
	Consultant
	Yearly Agenda Analysis & Recommendation

Shareholders’ Profile Research & Analysis

Market Research

	2005.01~

2005.03
	Institutional Shareholder Services Inc.
	Consultant
	Yearly Agenda Analysis & Recommendation

Shareholders’ Profile Research & Analysis

Market Research


· Application Tools
	Packages
	Foreign Languages
	Others

	1. BPCS

2. JD Enterprise (Oracle)

3. Lotus Notes

4. MS Office Tools

5. Translation/Interpretation
	English - Excellent
	16 years of stay in the Philippines

	
	Tagalog (Filipino) - Excellent
	


· Trainings
	Period
	Training Name

	2007.07.25
	Antiboycott: How to Handle Boycott Requests

	2007.07.22
	Sarbanes-Oxley: Certifications and Section 404 Controls

	2006.09.24
	Business Ethics: An Introduction

















