Feifei Wu
Room 609, Building #10, Cui Wei Xi Li, Wanshou Road, Haidian District, Beijing
(86) 158-1088-4733       fwu@wesleyan.edu

EDUCATION
    Wesleyan University, Middletown, CT                                                                       May 2011                                                              
Bachelors of Arts, Double Majors: Psychology, Sociology      GPA: 3.3                     
Completed all coursework for BA degree in December 2010
    International School Nido de Aguilas, Santiago, Chile                                             June 2007
SAT: 580V/ 610W/ 720M    Honors: Academic Honor Roll 2005-2007
High School Attached to N. N. University, Changchun, Jilin, China                       2004-2005

WORK EXPERIENCE
      DaHui Lawyers, Legal Assistant, Beijing, China			       July 2013-Present
· Provided overall management for all translation projects of the firm, responsible for work allocation, coordination, content review, quality control and client communication
· Managed and supervised junior associates on general corporate matters and the preparation of routine legal documents, including contractual provisions, letters, case summaries, memoranda and other written communications and agreements
· Participated in and liaised with clients and professional agencies on outbound investment projects in the private equity, natural resources, real estate and renewable energy sectors
· Drafted and reviewed the firm’s internal procedures, training materials, marketing presentations, brochures, press releases, and web content
· Assisted in tracking matters and budgets, reviewing project bills, coordinating with business management team and outside counsel
· Managed the firm’s internal filing systems; organized, tracked, and maintained client files with attention to sensitive information
      TransAsia Lawyers, Legal Assistant, Beijing, China                        October 2011- June 2013
· Assisted members of the ChinaGoAbroad team in the design and formulation of www.chinagoabroad.com
· Provided timely and targeted legal and factual research through Lexis/Nexis and other public or legal research engines 
· Assisted attorneys in the review and preparation of transaction and litigation documents, drafted external correspondence and participated in client meetings as required
      New York State Attorney General’s Office, Summer Intern, New York          Summer 2011      
· Performed background research and fact analysis on health insurance fraud cases
· Assisted criminal prosecution attorneys in other aspects of litigation
[bookmark: _GoBack]      Lawyers Alliance for New York, Spring Intern, New York                                 Spring 2011
· Updated law firm volunteer and client information using FileMaker Pro  
· Tracked professional affiliations of past volunteers through E-Court System and substantial web search 
· Updated the organization’s National Pro Bono Network
· Assisted colleagues in Law Firm Check-In, Case Monitoring, and logistics of CLE 
      Ericsson, Finance Intern, Beijing, China                                                             Summer 2010
· Received, checked, and logged invoices from Ericsson’s Greater China suppliers 
· Maintained accurate filing of invoices for functional teams on a daily basis
· Delivered copying, scanning, and searching services upon teams’ request
      Catalyst, Advisory Intern, New York, NY                                                           Summer 2009  
· Reviewed literature on talent management 
· Compiled annotations and footnoting for the organization’s internal report

SKILLS:
      Computer: Proficient with Microsoft Office Suite 
      Languages: Fluent in English and Mandarin; Basic knowledge of Spanish
