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Jane Kwok has 10 years administrative management experience in Hong Kong. She
received the International Advanced Diploma in Administrative Management from The
Institute of Administrative Management (UK) in 2001. On account of her strong sense
of responsibility, intelligence, energetic and meticulous, she was very fast in acquiring
the necessary knowledge from different field. With the academic knowledge in
Administrative Management and relevant working experienced, it enhanced her
interpersonal skills and problem solving skills.

Jane was a parent volunteer for the Mandarin after school program started in 2009.
After this Mandarin program became a non-profit organization, Qiao Ji Mandarin in 4
years later, she accepted an administrator position and continued to provide
administrative support for the teachers and the parents. To control the program running
smooth and satisfy the students and parents’ needs are her tasks. Her professional
knowledge and skills making herself an indispensable link among the Qiao Ji Mandarin,
teachers, school staff and parents. She is happy to serve the community. She currently
resides in San Francisco with her family. She can be contacted at
jyeungkwok@gmail.com
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