Sung Chul Lee

55-13, Mapo-dong, Mapo-gu, Seoul, Korea

phone:(02) 2660-7171, Mobile:(011) 211-2100


OBJECTIVES: Sales Coordinator

WORK EXPERIENCE

1990-1996     Qbi Korea Ltd.,


Sales Coordinator/Executive Secretary



■ Handled spare parts sales on phone/fax for dairy equipment



  ▪ Corresponded with foreign suppliers and customers.



  ▪ Prepared quotations, offer sheets and order acknowledgement.



  ▪ Coordinated international bids.

■ Trained and supervised new secretaries and assisted with dairy seminars.

■ Conducted travel to Norway, Switzerland, France with customers and assisted foreign visitors to Seoul.

■ Performed a variety of secretarial duties.

1989 –1990 
INSUNG Enterprise Corp. 

Sales & Marketing Assistant 

■ Implemented negociation with bank after shipment

■ Corresponded with buyers in Hong Kong.

■ Assisted Sales Manager

EDUCATION
EWHI Women’s University, 1989



B.A. Degree in Accounting

TRANING

Business Communication-BCIT, Vancouver, Canada, 1997

Business English- Canadian Business English Institute, Vancouver, Canada, 1997

English – YMCA International College, Vancouver, Canada, 1996

Secretarial Workshop – Star Communication Inc., Seoul 1995

Sales Coordination Training –Qbi DTD, Aarhus, Denmark, 1992

Sales


Coordinator











