SUNG CHUL LEE


Cheonggu Apartment 25-1703

135-218, Chungdam-dong, Kangnam-gu                Phone ; 3489-2145(H), 210-4364(O)

Seoul, Korea 135-100                                  Mobile : 019-200-2000      

OBJECTIVE

Secretarial/Administrative position

EXPERIENCE

COLOGNE KOREA LIAISON OFFICE, Seoul


                     1998-1999

Executive Secretary

●  Handled ASND electrically field the chief representative’s receipts including VISA, AMEX and transportation on a regular basis

●  Assumed responsibility for general accounting in the areas of petty cash and cost controlling supports

●  Processed all data entry and SAP in a timely manner

● Performed numerous administrative duties such as preparing workman’s compensation, unemployment insurance and national pension documents

●  Gathered information on a regular basis for both marketing and management support 

●  Co-ordinated the activities of all visitors to the company

●  Co-ordinated seminars and other marketing activities

FBD KOREA LTD., Seoul






     1995-1997

New Project Team Administrator 

Secretary of the President 

● Conducted research into the domestic and global markets for new project business items comparing and analyzing the data

● Planned the full procedure involved in importing from custom clearance to follow-up interoffice tasks 

● Prepared business program reports in both Korean and English

● Prepared the monthly sales report for the President

EDUCATION 

● Sungshin Women’s University, Seoul


 


       Feb. 1995

Bachelor of Arts Degree in International Office Management


TRAINING

● Far-East regional level SAP Training, Tokyo




       Feb.1999
SAP Specialist Training,

● International Institute of lifelong Education of Hanyang Univ., Seoul 

                Jun.1996

English Composition Courses






   

CERTIFICATION

● Certificate of Secretary






                Dec.1994

● Certificate of Word Processing






       Oct. 1994

SKILLS

Expertise in SAP, MS Office, Windows98, WHP, Lotus Notes

Good command of both verbal and written English

Sound knowledge of office management systems
Secretary


중급











