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SUNG CHUL LEE


OBJECTIVE

● Executive Secretarial  position with an international firm, utilizing my bilangual, interpersonal and 

coordinating skills.


SKILLS

● 8 years of secretarial experience with international firms.

● Good command of English:able to interprete and translate.

● Through knowledge of office operations.

● Typing 300wpm (both Korean and English)

● Computer skills:DOS, Windows, Word perpect, Microsoft office(Word, Excel and Power Point)

● Experience in record keeping and file maintenance.

● Demonstrated knowledge of filing systems and common office procedure.


WORK HISTORY

1996~Present 


VV International, Inc.

Executive Assistant to Senior Management(Jul.`98~ )

Team Secretary to design management team(Mar.`96~ Jun.`98)

● Receive and screen phone calls and visitors and direct them to the appropriate parties
● Develop and guide the implementation of executive office procedures

● Coordinate meetings, arranging for facilities, equipment and refreshment

● Provide executive level support of a highly responsible, highly confidential nature.

● Serve as assistant to executive management with a moderate scope of decision-making.

● Collect, process and distribute hard copy and electronics mail. Handle routine items independently.

1992~ 1996 


KDM KOREA LTD. 

Secretary to president 

● Maintain personnel records and arrange employees overseas training

● Researched and implemented inventory management system

● Assigning accounting codes to vendors and clients, maintain record. Assist with biling questions, 

discrepancies and resolve account issues immediately 

● Order and maintain office supplies and equipment

● Translation of Good Manufacturing Procedure to Korean, which was a mandatory requirement 

for all pharmaceutical company to comply with.

Education 

● 1988~1991  Hanyang University, B.A. English Language and Literature 

● 1987~1988  Kyungin Technical College, Completion of Accounting Course 

Secretary
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