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Name: Gildong Hong

Address : 1 Abcd Street, Perth, WA, 6000
E-mail : gildonghong @xmail.com
Mobile : XXX XXXX XXXX

Employment Skills (0|X])

Professional qualities : XIS EZIA|Z 4= QU= LIE

PC use : Excel spreadsheet, Word documentation, Power point presentation.
International Driver'sLicense

Communication : Korean (native) - English (advanced)

Educational Qualifications (S{ZiAfE}, 0f|x))
Jul - Nov 2014 Certificate lll in Business Administration, TAFE, Canberra

2004 - 2010 CA University, Seoul, Korea - Mass Communication
Sep-0ct2009  South Beach Language Center, South Beach, Miami, Florida, U.S.A.
2001 - 2003 AA High School, Kangwondo, South Korea

Employment (Z2AS})

Customer Service Assistance(part-time) Jul - Nov 2014
Customer service at register and on retail floor

General administration including filing and data processing
Front manager (part-time) Nov 2011- Feb 2012
Managing the store and taking orders.

BBQ chicken, Manhattan, NewYork, U.S.A.

Cook (part-time) Sep - Oct 2009
Cooking and kitchen hand
Wing-Zone 9th Street Washington, South Beach, Miami, Florida, U.S.A.
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Gildong Hong
Email : gildonghong @xmail.com
Mobile : 0400 000 000

Mr. Allan Bourke Casey

ABC Pty Ltd

Phone: XX XXXX XXXX

Email: enquiries@amail.com.au

1 April 2020
RE: Application for Trainee Administrative Assistant position
Dear Mr. Casey,

As a young and motivated individual | am extremely interested in submitting an
application for the advertised Trainee Administrative Assistant position with ABC

Pty Ltd..

| obtained a Certificate Ill in Business Administration in November 2018. This has
given me a range of practical capabilities that will meet the needs of this role.

While completing my Certificate | worked part-time as a Customer Service
Assistant for KSmart. My responsibilities included providing face-to-face
customer service, assisting on the floor with stock movements and visual
merchandising. This position has allowed me to experience working in a
professional and fast-paced work environment.

With regard to my ability to meet the specific requirements of this job:

* Customer Service : Worked for five months in a face-to-face customer service
environment providing customer service at registers and on the retail floor.

* General Administration : Certificate Il in Business Administration has provided

training in the use of skills including filing, data processing, records management

and written communication.

| understand that you will receive a large number of applications for this role.
However, | believe that my motivation and pre-existing skills will allow me to fit
into your work environment.

| would appreciate the opportunity to meet with you to discuss my application at
an interview. | have enclosed a copy of my resume for your consideration. | can
be contacted at all times on the details provided above.

Thanking you in advance for your time,

Gildong Hong
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