
SUNG-CHUL LEE

545-27 Shinsa- dong, Kangnam- gu, Seoul 135-210 (02)3444-3456 mijung@internet.com


OBJECTIVE 


Position as Office Manger/Administrative Assistant where knowledge and experience in office operations is valued.

EXPERIENCE 


1994-1996
P&S INTERNATIONAL. INC.         Seoul 

Office Manager


Administered office functions and established work flow within a limited time and budget.

Administered general office accounting resulting in effective cash management.

1990 –1994
VANS. LTD.                         Seoul

Administrative Assistant/ Sales Assistant

Provided sales and support to customers.

Purchased and maintained office equipment and supplies.

Performed record keeping and general office duties, such as streamlining of office. Procedures and Reorganizing the office and setting up a new filing system.

1986-1988
DAESUNG CONSTRUCTION CO., LTD.  Seoul
Administrative Assistant  

Conducted bi-directional translation of letters, report and other documents in English and Korean.

Acted as liaison between the department staff and overseas staff and customers.

EDUCATION  
Florida Community College, US-Miami



A.A. in Office Administration





1990



Seoul College, Seoul



Associates of Arts in English Literature 




1985

SKILLS        Knowledge of office operations including general accounting.



Excellent communicational skill in both Korean and English.

Good computer skills such as MS word, Excel, PowerPoint, Word Perfect and Lotus 123.

Office Manager








