REBECCA BIAGE
3240 N. 15th Street, Philadelphia, PA 19140
215-696-8010
rebecca.biage@gmail.com


ADMINISTRATIVE WORK EXPERIENCE
Carrot Global, Philadelphia, PA
Online ESL Tutor, September 2016-Present
· Tutoring Korean adults in learning the English language
· Completing student evaluations 

Iwatani Corporation of America, Fort Lee, NJ (via Actus Consulting Group) 
Administrative Assistant, Temporary Assignment from May 2013-March 2014
· [bookmark: _GoBack]Processed purchase orders and sales invoices for customers 
· Assisted customers with product inquiries

Oppenheimer and Co. Inc., Boston, MA                                                         
Receptionist/Administrative Assistant, Sept. 2008–Dec. 2011
· Supported executives, sales assistants and Operations department with various projects involving high-priority clients and confidential paperwork
· Coordinated calendar management and conference room scheduling 
· Answered multiple-line switchboard and routed calls accurately and efficiently


**Please Note: The gaps between administrative positions is when I was away teaching English as a Second Language (ESL) in Seoul, South Korea. Since this position is administrative, I have mainly included previous administrative positions. However, I am happy to provide details and/or references from those ESL teaching positions in South Korea.  


EDUCATION
Northeastern University, Boston, MA 
MS in Global Studies & International Affairs, August 2009  

DePaul University, Chicago, IL
BA in Public Policy, June 2004 


SKILLS
Microsoft Office (Excel, PowerPoint, Word, Outlook)    .  
