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. Organized and maintained filing systems.
. Opened and assisted the manager in closing the store.

Management Functions:

. Scheduled meetings, agendas, recorded and distributed weekly minutes.
. Maintained employee personnel files.
JENNIFER LE . Ensured all employees adhere to the company’s policies and guidelines.

VOLUNTEER HISTORY

Media Production Volunteer, Jan 2020 - Present

COGECO Peterborough, Ontario.

. Act as the camera operator for projects.

. Assist pre-production: equipment set up and stage preparation.

WORK HISTORY

Media Specialist Intern, 2019
BCIT Library, BCIT Burnaby Campus, British Columbia.

Digital Marketer , 2016
Hoang Phuong Ltd., Hanoi, Vietnam.

Assistant Manager, 2017 - 2018

Quan Appliances Lansdowne, Peterborough, Ontario

EDUCATION

Bachelor’s Degree - Business Administration, Sep 2011 - May 2015
Foreign Trade University, Hanoi, Vietnam

International Business Management, Sep 2017 - Apr 2018
Sir Sandford Fleming College, Peterborough, Ontario.

New Media Design & Web Development, Oct 2018 - Oct 2019

British Columbia Institute of Technology, Vancouver, British Columbia.

SKILLS & ABILITY

. Photography (Adobe Photoshop, Adobe Lightroom)

. Videography ( Adobe After Effect, Final Cut Pro)

. Digital marketing (SEO, Google Ads, Hootsuite, Email marketing)

. Content writing (Blogs, articles, social media posts)

. Web design (Sketch, Invision)

. Web development (Wordpress, HTML, CSS, JS)

. Trilingual in English, French, Vietnamese with advanced written & verbal communication skills.
. Self-starter with strong presentation skills that can work independently or with a team.
. Able to gather and organize information appropriately and efficiently.

. Great attention to detail and great ability to multitask on a continuous basis.
CERTIFICATIONS

. Driver License Class G

. SMART SERVE No: €170625403254RS

AVAILABILITY

. Full availability

. Mon-Sun: 8AM - 12AM

PORTFOLIO

. https://jennifer-le.com/

. Linkedin: https://www.linkedin.com/in/jenniferle 1228/

REFERENCES UPON REQUEST



