	秘书专业英文简历
	 


	Resume number:
	 
	Updating date:
	 
	 

	Name:
	 
	Nationality:
	China (Mainland)
	

	Current Place:
	Guangzhou
	Height/Weight:
	162 cm　 kg
	

	Marital Status:
	Single
	Age:
	20 years
	


	Career Objective and Work experience


	Application type:
	01

	Preferred job title:
	Trade: Merchandiser 、 English Translator: 、 Manager Assistant/Secretary:

	Working life:
	2
	Title:
	No title

	Job type:
	Full time
	Expected Start date:
	In a week

	Expected salary:
	￥3,500--￥5,000
	Preferred working place:
	Guangzhou

	Work Experience :
	Company's name:

Cadylon leather Co.,LtdBegin and end date: 2010-02-2010-12

Enterprise nature:

Private enterprisesIndustry: Garment/Textile/Leather/Shoes

Job Title:

Merchandiser, manager assistant 

Job description:

Sale hight quality leather goods.Order handling ,general follow up on orders and samples;Negotiation on terms and prices ;Developing sales samples on already existing customers, Communication with factories ;Ensure follow up and fast response on requests from Clients in relevant markets ;Continuously improve the quality of communication with the clients . 

Reasons for leaving:

 

 

Company's name:

GUANGZHOU JINYAO JEWELRY Co.LtdBegin and end date: 2009-07-2010-01

Enterprise nature:

Private enterprisesIndustry: Trading/Imports & Exports

Job Title:

Manager assistant 

Job description:

Order handling ,general follow up on orders and samples;Negotiation on terms and prices ;Developing sales samples on already existing customers, Communication with factories ;to purchase material for production , and arrange preproduction samples. Ensure follow up and fast response on requests from Clients in relevant markets ;Continuously improve the quality of communication with the clients . 

Reasons for leaving:

 

 

Company's name:

Suning Appliance(branch store in huadu)Begin and end date: 2007-07-2007-08

Enterprise nature:

OthersIndustry: Furniture/Home Appliances/Crafts/Toy/Jewelry

Job Title:

sales 

Job description:

Sales promotion about refrigerator and washing machine. 

Reasons for leaving:

 




	Educational Background


	Name of School:
	Private Hualian university

	Highest Degree:
	Associate
	Date of Graduation:
	2010-07-01

	Name of Major 1:
	business English
	Name of Major 2:
	 

	Education experience:
	Start date

End date

Education organization

Majors

Certificate

Certificate No

2007-09

2010-06

Private Hualian university

business English

CET-4

 




	Language Ability


	Foreign Language:
	English
	Level:
	good

	Chinese level:
	excellent
	Cantonese Level:
	perfect


	Relevant skills and abilities


	 
	English for Special Purposes/translation/Business negotiation/Business writing/Senior Oral English/International trade English/international trade/Japanese and so on.


	Self-recommendation letter


	 
	 


	Address:
	 

	Work Tel:
	 
	Home Tel:
	 

	Mobile Phone:
	 
	msn/QQ:
	 

	Email:
	 
	Web/Blog:
	 


