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Professional Experience

Apr, 2011– Now
Office Manager, American Bar Association, China Office（美国律师协会）
The American Bar Association is one of the world’s largest voluntary professional organizations, with nearly 400,000 members and more than 3,500 entities. The ABA China Office supports a variety of legal reform and legal training projects with a particular focus on issues of criminal justice, women’s rights, environmental justice, public interest law, civil society and LGBT.

· Ensure the smooth day-to-day operations of the office, including oversee the maintenance and cleaning of the office, arrange for necessary repairs, act as primary contact with the property management company
· Ensure the maintenance of adequate office supplies and equipment and maintain an organized, accessible office filling system, ensuring adherence to the ABA’s record retention and destruction policies
· According to the budget request, manage the office remove, includes location research, contract, renovation, packing, IT and phone system set up, decoration and etc. 
· To support Country Director for daily administrative issues
· Report/co-work with Region Director and Grand Manager of DC office
· Procure, arrange and manage the ABA staff lodging, travel and other logistics
· Use Basecamp to do calendar management, maintain work calendar to make sure appointments and activities are arranged appropriate
· Vendor and contract management, including CIIC (HR BPO service company), transportation, office supplies, IT maintenance, translators, hotel, travel agent and etc. 
· Responsible for Visa and work permit application for the expatriate staff, head office guests and visiting experts as well as arranging transportation and accommodation, etc.
· Responsible for human resource issues, including: create and maintain personal files in line with ABA policies and procedures, record and tract leave days, recruitment of new staff and interns, develop and manage orientation for new employee and visiting internationals
· Maintain and update the Local Office Policy Manual
· Collaborate with Field Finance Manager, responsible for office cash and SAFE, staff expense reimbursement, reconciliation and budget estimate for office administrative operations
· Manage office and the other visitors travel plan, such as flight, train and hotel research and booking 
· Do activities collaborate with other partners, such as conference, training, seminar, cocktail reception and party
· Serve as Subgrant Manager which involves overseeing the non-financial aspects of subgrants and contracts with program partners, to ensure the partners meet the reporting deadlines and keep track of all mile stones 
· Other duties as assigned by Country Director

* Direct report to: Country Director
* Number of employee responsible for: 1 Administrative Assistant, 1 cleaner, 1 driver
* Reason for leaving: Due to the political reasons, NGO is now more and more sensitive in China, worried about the funding reduction from the donors and future personal career development 


Aug, 2009 – Mar, 2011
Administration Officer, International Fund for Animal Welfare, China Office（国际爱护动物基金会）
· Assist the Managing Director in daily office operation and travel arrangements
· Responsible for preparation of PPT presentation and other materials assigned by Director
· Responsible to contact and coordinate the internal and external meetings
· Do the materials translation if needed
· Management of meeting rooms, office car coordination, deal with car insurance and register
· Responsible for Visa and invitation letter for foreign visitors
· In charge of management of telephones, fax machines, printers, office water and keep all equipment in good condition
· Administrative management on filing, composing memos, reports and general correspondence
· Provide HQ/finance with purchase orders for requested products and services, and follow up with invoices, packing slips
· Booking hotels, air-tickets and other logistics for staffs as well as visitors from HQ, handle the expense report after travel
· Maintenance of staff directory
· Responsible for keep contacting with office building property management office and deal with relevant issues
· Responsible for office moving, decoration and packing
· Help to organize IFAW internal activities, such as annual party, outing, retreat and etc.
· Other duties on special projects as requested

* Direct report to: Region Director
* Number of employee responsible for: 1 receptionist
* Reason for leaving: ABA could provide a broader development opportunity and improve my office and project management skills
April, 2003 – July, 2009
Events Manager, American Chamber of Commerce, PRC（中国美国商会）
Plan and execute AmCham general membership events with US Embassy, US-China Business Council and the other foreign Chambers in China
· Overall management of AmCham general membership events, include seminar, conference, luncheon, reception, training , annual appreciation dinner and charity ball 
· Responsible for leading of planning, control, coordination and publicity related to the high level US government officials delegation visit to China
· Assist the management in formulating the events strategy, support all events and meetings logistics and monitor the feedback, including the public relations
· Manage and monitoring the events budget and provide financial report 
· Arrange the logistics for AmCham white paper press conferences 
· Coordinate all logistic arrangements with provincial government officials for member business trip

Responsible for development of AmCham HR Forum, Media and Entertainment Forum, Manufacturing Forum and Golf Committee
· Successfully manage HR Forum monthly event and annual HR conference
· Maintain good relationship with forum business communities
· Plan, coordinate, communicate and daily management to industry forum activities
· Complete specific research on different industry related issues/regulations 
· Set up and maintain forum database and update individual forum website contents 
· Maintain and expand relations with senior leaders of US Business Community, Chinese Government and other relevant stakeholders 
· Write regular reports for AmCham-China publications
· Organize social, summer and charity golf tournaments in a year

* Direct report to: President
* Number of employee responsible for: 1 Events Assistant
* Reason for leaving: too many travels (my daughter around two years old at that period, so I would prefer to take more time to take care of her), wish to base in the office 


Oct, 2001 – Mar, 2003	
Marketing Assistant, Reignwood Group (华彬集团)
· Support in various all marketing activities and the annual charity event
· Ability to work with agencies for development of creative materials 
· Assist the preparation of events budget and controlling budget well 
· Assist internal and external meeting logistics 
· Assist to sales team on documentation and file management
· Analysis of web and print media market volume, target audience, cost and expected 
· To establish industry media database and maintain effective communication 

Education
· University of International Business and Economics, Project Management (master degree)
Mar, 2001 - Jan, 2003
· Institute VATEL in France, Hotel Management (advanced study)
Mar, 1999 – Sep, 2000	
· Yunnan University, Hotel Management (college degree)
Sep, 1995 – Jul, 1998
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Skills 
· Highly organized with ability to multitask and remain calm under time pressure
· Strong ability to collaborate with cross-functional teams
· Excellent coordination and communication skills
· Details and diligent working style
· Good sense of humor
· Work independently
· Fluent in spoken and written English
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