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Florence Lim Hardjono
	Objective
	An Associate Dean of Admission/International Recruitment position at Ohio Wesleyan University in which education, experience, attention to detail, creative talents, and a commitment to excellence will have valuable application.

	Summary of Qualifications
	· Excellent human relations skills, having dealt with a variety of customers and employees

· Computer proficient with MS Office, Database, Internet, Windows applications and Voyager system

· Superior creative ability to achieve immediate and long-term goals

· Ability to execute a number of projects simultaneously and detail in observation and record keeping

· Proven ability to analyze, plan, manage and motivate
· Proficient in cost containment, customer service, staff training and oversight, capital asset oversight, strategic planning, market plan execution, budgeting and finance, and human resource development

· Strong intuitive, technical, analytical, problem solving and leadership skills
· Quick study with an ability to easily grasp new technologies, software and IT
· Enthusiastic person, dependable and competent worker.

	Experience
	Feb 2002 - Present
MTSO Library
Delaware, Ohio

Library Worker
· Barcoded the reference books

· Update the main library book status 

· Solving various existing problems with books record.

	
	2000–2001
Baguio International Church
Phillipines

Christian Education Director
· Implemented the Sunday School curriculum

· Organized and managed teachers schedule

· Organized teachers training
· Organized special Christian education events in the church
· Edited and published the monthly newsletter.

	
	1997-1999 
Vision Educational Consultant
Indonesia

Director

· Managed the staff personnel

· Established relationship with overseas universities and colleges

· Developed and planned recruitment sessions and meeting in Indonesia for overseas universities' representatives 

· Developed marketing strategy 

· Designed promotional objectives, modes, and advertisement

· Accommodated clients needs and specific request based on personal interview
· Provided information regarding INS regulation, and overseas post secondary education
· Assisted client's application process
· Expanded sales to include mass-market accounts.

	
	1997-1999
NotreDame Catholic High School
Indonesia
Teacher (part-time)
· Taught 12th grade English class.

	Education
	1999-2001
Philippine Baptist Theological Seminary
Philippines 
· B.Th, counseling and Christian education 

· Graduated summa cum laude.
1997-1998
London School of Public Relation
Indonesia

· Diploma in Public relation and advertising.

	Volunteer Works
	2001-Present   
Fellowship of Indonesian Christian in America
USA

Group leader for Columbus & Core team member for the USA

· Leading the local impact group in Columbus

· Planning strategic fundrising activities for various Indonesian aid programs

· Planning activities, choosing speaker, and developing integrated goal oriented topics for local biweekly meeting

· Planning and executing annual USA gathering with other core team members

· Planning activities and topical sessions for the 1st annual gathering in Kansas City

Summer 2001
International Friendship Inc
Columbus, Ohio

Volunteer 

· Helped them organize their library with ResourceMate software

· Determine call number using Dewey Classification guide

1995-1996
Indonesian Christian Fellowship
Columbus,Ohio

Bible study leader & Caring Team leader

· Planned activities for outreach

· Lead Bible study

· Managed and motivated the caring team
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