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Tak Lun

	Objective
	To be an efficient and reliable Junior Office Clerk

	Languages
	English, Cantonese and Mandarin

	Skills
	Greet customers friendlily and politely
Listen to instructions carefully

Patience with difficult customers

Prioritize tasks during busy hours and emergencies
Able to do multitasking and problem solving
Capable of operating computers

Fluent in verbal and written English and Chinese

Enjoy working as a team member and by myself
Learn from mistakes

Learn quickly and effectively

Willing to make changes

Pay attention to details

Organized, responsible, trustworthy, and reliable

	Education
	1994-1999
Burnett High School
Richmond, BC.

High school diploma
1999-2000
University of British Columbia
Vancouver, BC.
Microeconomics

2000-prestent
Kwantlen University College
Richmond, BC.
Psychology Diploma


	Work experience
	1998-1999
Sandman Hotel Gift Shop
Vancouver, BC.
Salesperson
· Greet customers

· Help customers to find suitable gifts
· Organize items on shelves

	Volunteer experience
	In summers of 1997-2000, volunteered for Walk With The Dragon and other local fundraising activities.

	Hobbies
	Paint oil paintings, play badminton, take photographs, go out with friends and build websites.


