Alan Ha

Room 709, Wah Sang House,

Wah Fu Estate, Aberdeen, Hong Kong

Tel: 62029817

E-mail: summerlun@hotmail.com

21/06/05

Dear Teresa,

I am interested in applying for a position as an Account Officer. I have a bachelor degree of Business Management that gives me the ability to fulfill this job. Moreover, I have years of experience of studying and working in the United States of America. I graduated from the College of Staten Island, the City University of New York. During those years that I lived in New York, I earned a bachelor degree and joined the U.S. Army Reserve. Those experiences are valuable for me, and I will never forget it. 

As I want to make my hometown prosper, I would like to take the opportunity to serve my hometown. I hope I can contribute my effort to my nations. Therefore, I can apply the knowledge and experience learned from the U.S. Army and Hang Seng Bank to my job. Those experiences give me a chance to associate with various customers and colleagues. It forges me to be more mature and independent.  I believe that is what you are looking for to fit in the position.

I am a diligent and disciplinary male, 27 years old. I like reading novels in my leisure, and basketball is my favorite sport. 

Other work related experiences are included on my resume. I feel confident that I am equipped to face the challenges that your job may offer as I am ready to learn more from you. 

I would like to have an opportunity to meet you and discuss further my qualification of the available position. Please feel free to reach me through phone or email.  

Thank you for your time.

Sincerely, 

Alan Ha

Enclosure: Resume  

(on second page)

Alan Ha

Rm.709, Wah Seng House

Wah Fu Estate, Aberdeen

Cell Phone:62029817

Email: summerlun@hotmail.com

Objective:
Seeking a position in which my experience and skills can be utilized

Education: 


1998-2000

CITY UNIVERSITY OF NEW YORK
The College of Staten Island 



 New York





Bachelor of Science, June 2000

Major in Business Management





Minor in Finance 

1996-1998
LaGuardia Community College  


   
 New York

Major in Accounting 

Experience:



2004 Mar-

La Cera Co. Ltd.

2005 May

Computer Graphic Designer




New York
· Design and create lady dresses catalogs

· Being a webmaster of the company website i.e.www.hundsonhomewear.com

· Provide support for IT department and local access network

· Update Inventory records and prepare documentation for custom clearance

2003 Oct-

Concord Express Inc.






New York

2004 Feb


Shipping Clerk (6 month contract)
· Coordinate oversea shipments from senders to consignees

· Perform custom clearance when shipments enter U.S.

· Prepare documentation for all shipments need

2003 Mar-

United States Postal Service





New York 

   2003 Sep


Mark up Clerk (3 month contract)
· Handle and direct mails to appropriate destinations

· Input data for return mails

· Perform mail preparation for sorting machines

2000 Sep-    

2002 Sep


Hang Seng Bank


           


Hong Kong





Customer Service Officer 

· Research, generate and analyze customer reports 

· Design and modify the layout of the business internet banking services

· Support, teach and trouble shoot internet banking services and payroll programs

· Prepare payroll and transform data to machine readable format

· Provide on-site technical support for E-banking services 

· Trouble shoot computer programs and local access network

1999-2000

U.S. ARMY Reserve                   
   

New York

Private First Class

· Promote to squad leader 

· Take responsibility of my squad members

· Defend country and uphold constitutions

· General discharged

EXTRA-CURRICULAR ACTIVITIES



1992.93 Hong Kong Inter-School Athletics Championships

Awarded Champion in Boys C 4x100m relay

1994.95          Hong Kong Inter-School Athletics Championships

Awarded third place in Boys B 4x100m relay

1990.95 Acquired more than 20 awards in inter-school and regional track competitions.

LANGUAGE

Spoken: Mother tongue Cantonese and fluent English





Written: Chinese and English

SKILLS



· Windows 95/98/2000/XP


· Illustrator

· Word/Excel/Access



· Computer trouble shooting 

· Photoshop

· LAN/Networking

· English/Chinese
