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YEON HWA HONG                       
(Lena, Hong) 
1004 Marina Apartment, Okpo-Dong Geoje
chocosalang@hotmail.com

010-5052-7193
OBJECTIVE: Project secretary 
PROFILE
● Superior analytical and problem solving skills

● Keen understanding of the role of administrative assistant

● Ability to work as part of a team
● Ready and able to communicate with colleagues and clients
● Proficient in Microsoft Word, Excel, Power Point
● Fluent in English

- Scored 885 at TOEIC given by ETS (15th of Jan, 2006)

- Experience in studying abroad for a year (Canada)
EMPLOYMENT EXPERIENCE

Operation team, Administrative Assistant (Agbami Project)

● Applied for Gate pass, Car pass for members to get access to DSME
● Submitted an application for an Alien registration card and re-entry permit

● Organized many events (offside meeting /workshop/training/celebration party) and informed whole team

● Dealt with hospital issue for whole team members
● Weekend call out in case of emergency

● Ordered office supplies on a regular basis

● Completed the calculations and data input for the Agbami Supplier Rating Program & Agbami Supplier Recognition Program

● Put up the notice related all kinds of performances
● Undertook a task as part of R&A committee

● Answered enquiries and resolved problems concerning members’ daily request

● Translated documents, languages (Korean into English, English into Korean)

● Distributed mail and reports (files) to appropriate staff

● Kept updated records of safety observation in order to improve working conditions

● Provided On Board Pass and Confined Space Pass for all team members to get access to working area
● Arranged and organized weekly meeting schedule
Merchandising Assistant
  
● Prepared in-store bakery displays to increase product appeal and therefore customer purchases
● Presented product information to customers in order to increase product sales
Customer Information Assistant
● Dealt effectively with customer complaints to provide good service and ensure repeat business
WORK HISTORY

Administrative, Operation Team Assistant
Chevron



2006 -
2007
Assistant



       Pande Chiropractics



2005

Merchandising Assistant


       CJ, Tous Les Jours


2003 -
2004

Customer Information Assistant

       Muju resort




2003

EDUCATION

Hotel and Tourism Management

       University of Paichai


2001 -
2006
PROFESSIONAL DEVELOPMENT

Recognition and Awards (2 times)

Chevron




2007                                                       
Business English Diploma


King Gorge Int’l College


2005
English Second Language Certificate

Pacific Language Institute


2005
IT (Excel) Diploma



Excel Certificate



Korea Chamber of Commerce 


and Industry




2003           
VOLUNTEERING

Provided food to homeless people

Church of Yeadam


2004 - 2005

Visited a home for the aged


Association of Paichai


2001 - 2002

INTERESTS: Travel

YEON HWA HONG
  (Lena, Hong)
                    1004 Marina Apartment, Okpo-Dong Geoje

chocosalang@hotmail.com

010-5052-7193
References
Business

Bruce Williams, Chevron

Offshore Installation Manager 

bewi@chevron.com
John March, Chevron

Project Procurement Manager

jmby@chevron.com

Mark Anderson, Chevron

Planner/Scheduler

andm@chevron.com
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