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Profile
7 years of various experiences in management administration, competent in Project Management & Project Control. Experience also includes 2 years of Korean Military.
I am fluent in English both verbal and written correspondence. I have proficient computer skills, such as Internet, Network, MS office and Primavera.
I am super positive, creative thinker and conscientious in whatever I set out to do. I believe in carrying out my professional work with due skill, care and diligence. My previous work experience has provided me with the relevant skills to be an articulate, diplomatic communicator and above all an effective team player; I am always willing to learn more.
EDUCATION
Academic Credit Bank System Bachelor of Business Administration 2013.08
University of Birmingham, United Kingdom Major in Environmental Management 2004.09 ~ 2006.09
WORK EXPERIENCE
	• Aramco Overseas Company, Seoul (Jazan Marine Terminal Project)
	2013.07 ~ 2015.05


Business Administrator Assistant / IT Specialist
· Fully understanding of Saudi Aramco office administration procedure 
· Ensure contractual compliance with terms and conditions 
· Assist with administrative work and has other related responsibilities 
· Providing general administrative support to the group, as required 
· Assist to set up Aramco network connection 
· Liaison between Aramco and Contractor IT issues 
· Preparing weekly presentation 
· Responsible for all office facilities 
· Classify document control


	• Maker’s Mark Academy, Seoul
	2011.05 ~ 2013.06


Team manager
· Consult students study plan 
· In charge of expenses (Monthly report) 
· Manage whole class plan 
· Maintain and update student status 
· Prepare briefing session every term 
· Edit study materials (Textbook, Vocabulary list) 
	• Military Service
	2009.03 ~ 2011.05


Completed as sergeant (Administrative Clerk)
· Estimate and report monthly expenses of unit 
· Collect, analyze and report all cost information 
· Classify document control 
· Periodically update operation plan 
· Prepare daily presentation 
· Generate various status report of document (Quantity and type of documents) 
	• Maker’s Mark Academy, Seoul
	2007.02 ~ 2009.02


Clerk
· Vocabulary test management 
· Manage whole class plan 
· Maintain and update student status 
· Prepare briefing session every term 
· Edit study materials (Textbook, Vocabulary list) 
Personal Information
	• Sex
	:
	Male

	• Date of Birth
	:
	24th April, 1986

	• Marital Status
	:
	Married

	• Nationality
	:
	Korean


• Languages      :   Korean (Native), English (Fluent)

