JING FENG 
Chaoyang District, Beijing︱Tel: 13121433482︱fengjinggx@126.com
Summary                                            Two years of multicultural working experience in the USA
Four years of non-profit field experience in China
Excellent communication, problem solving, and strategic planning skills
Passion for working in philanthropy area
Highlights                                            
· Strong research and analytical skills
· Collaborative manager
· Knowledge of Philanthropy laws
· Program management 
· English communication skills
· Computer-savvy 
Experience                                            
	2012.08-2014.7                                
	The Pennsylvania State University, USA

	
	Administrative Officer 

· Managed the publishing of academic books and e-journal
· Coordinated between project staff and various partners to facilitate the implementation of projects 
· Built and maintained the database system and managed the relevant website
· Gained experience in financial management
· Performed other administrative jobs as required
(Recommendation letter from the supervisor is attached)


	2010.9-2011.10 
	China Charity Information Center

	

	Research Officer

Management of research programs sponsored by Civil Affairs Ministry of the People’s Republic of China, etc., Chinese charitable donations research, philanthropic services research

· Coordinated between relevant international, governmental, private sector, and civil society organizations
· Organized and participated in meetings, workshops and discussions
· Set program budget 
· Interviewed with experts, governors, and social workers
· Collected and analyzed related information and data
· Generated and released research reports

Media Officer

· Prepared and organized press conferences for China Charity Award and other major events 
· Prepared media releases, statements, and speeches
· Managed and coordinated appropriate media relations activities
· Answered press enquiries and built and maintained media contact database
· Monitored important media resources and edited a weekly media information publication
· Edited and managed the public website to make sure it runs smoothly


	2008.9-2010.8 
	China Association of Social Workers

	
	Volunteer Program Officer

· Collaborated with international organizations on volunteer programs (etc., Youth Exchange Program, Voluntary Service Overseas; Volunteering Research Program, United Nations Volunteers); Responsibilities included volunteer recruitment, training, teambuilding and ongoing monitoring and evaluation
· Organized workshops/ conferences under the projects
· Developed and maintained good working relationship with partners and other relevant institutions, NGOs and individuals, ensuring good collaboration amongst them
· Managed a book publishing project on volunteer research



Research Achievements                                           
1. Development of Philanthropic Services, Feng Jing, Song Zonghe, Annual Report on Chinese Philanthropy Development, PP: 103, Social Sciences Academic Press, 2012.
2. 2010 China Philanthropy Information transparency Report, China Charity Information Center, 2011.
3. Voluntary Service in China, (chief editor) Economic Press of Shanxi Province, 2009.
Education                                              
	2005-2008
	  Master Degree, Law
TianJin Normal University—TianJin, China

	1998 -2002
	Bachelor Degree, Law 
[bookmark: _GoBack]  Southwest University of Political Science & Law—ChongQing, China



