Sora Yi
Email: Sorajustineyi@gmail.com | Phone: 404-263-6850
Current Address                                                                                                                                     
4244 River Green Drive NW Unit 108                                                                                                                   
Atlanta, GA 30327                                                                                                                                    

EDUCATION
Georgia State University, College of Education & Human Development                                                     Atlanta, GA
Bachelor of Interdisciplinary Studies          	                               August 2013 – May 2020
	

PROFESSIONAL EXPERIENCE
KC License and Paralegal, Inc.	Duluth, GA
Executive Administrator	June 2018 – Current
· Attend client meetings and execute information that is needed of each client, and handle proper legal work 
· Prepare liquor license application for clients 
· Work with different city and counties on their application processes with local and state paperwork
· Apply clients fingerprint application with Gemalto, Georgia Applicant Processing Services
· Organize client files and align the information with paper work to digital copies
· Oversee office bills and order office supplies

James A. Rice, JR Law Firm	Duluth, GA
Internship	April 2016 – May 2018
· Manage and write checks for companies advertising bills
· Use Quickbooks to write up settlement checks to clients and checks going to vendors 
· Followed up with insurance companies and police department for case numbers and accident reports
· Front desk work as receptionist, took incoming calls and forwarded them to the right legal assistant and took messages when workers were out of office
· Sort case files and input case, settlement, and attorney fees into system and review the monthly calculations for each case
· Manually transferred files from office to storage unit and mass shredded legal paperwork
· Participated in the first scholarship campaign for the firm

Monkey 68 	Roswell, GA
Shift Leader                                                                                                                  June 2017 – February 2018
· Involved in the grand opening of restaurant 
· Served as main bartender 
· Check inventory weekly
· Opened and closed all bar duties
· [bookmark: _GoBack]In charge of total amount of money in register every night 

Katana Teppanyaki and Sushi 	        Atlanta, GA
Bench Manager									         May 2015 – June 2017
· Promoted from hostess to server to bartender to shift leader to bench manager
· Supervised the servers opening and closing side work
· Handled difficult guest situations and internal employee conflicts
· Directed the host stand with seating arrangements for parties and events
· Involved with planning company internal and external events
· Worked directly with management inputting sales information 
· Check inventory weekly 

By Together Apparel Cooperation 	Atlanta, GA
Sales Associate                                                                                                              June 2014 – February 2016
· Effectively sold product lines and promotional offers at a high level and met the daily quota for sales
· Interacted with customers to sell and upsell products
· Followed proper filing procedure and file maintenance
· Set up and broke down sales booths at America’s Mart Apparel Expo and made booths flow smoothly and welcoming for effective product sales 


SKILLS & INTERESTS
Skills: Microsoft Office, Quickbook, Detail Oriented, Conflict Resolution (Problem Solving/Decision Making), Maintains Confidentiality 
