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 Huang Hua ( 黄 华 ) 
24-2-201 Chinese Academy of Forestry, Haidian District, Beijing 100091
Phone: 86-136 9920 7036, 86-10-6288-8536 E-mail: freeyoko@163.com
	PERSONAL BACKGROUND


	Name
	Huang Hua
	English Name
	Amy

	Sex
	Female
	Birthday
	17, November 1986

	Nationality
	Chinese
	Degree
	Bachelor

	Health Condition
	Good
	Political Status
	Non-partisan


	EDUCATION


· University of International Business and Economics, Beijing, China 
On-job postgraduates, International Project Management                    Oct. 2009 – Jul. 2011
· Beijing Technology & Business University, China


Bachelor degree, major in the Trade and Economy                             Sep. 2004 – Jul. 2008                                                        

	PROFESSIONAL EXPERIENCES


Programme Assistant for Culture, United Nations Educational, Scientific and Cultural Organization
Mar.2013 – Present
Under the authority of the Director, UNESCO Office Beijing and the direct supervision of the Programme Specialist for Culture, I provide administrative and secretarial assistance, and carry out the following duties and responsibilities:
· Provide necessary administrative and financial support with respect to projects implementation, monitoring & evaluation to UNESCO’s extra-budgetary projects in China.
· Assist in the preparation of UNESCO workplans, project proposals for mobilization of funds from EXB sources, reporting and update of relevant databases within the framework of UNESCO’s regular and extra-budgetary programmes. 
· Coordinate and communicate with UNESCO National Commissions, line ministries, UN agencies, development agencies, donors, experts, medias and NGOs to ensure the proper implementation of project activities.
· Assist in preparing various kinds of reports such as requested by UNESCO Headquarters, country briefings, UN reporting, inputs to office publications, coordinate Culture website update and prepare speeches, presentations, meeting minutes, memos, letters and other correspondence, and provide translation and interpretation services. 
· Provide contracts preparation, monitor payment, prepare payment, oversee budget situation, communicate and follow up with project partners to ensure smooth implementation of programme activities.
· Assist in organizing seminars, workshops and trainings as planned by the Section and undertake missions as instructed by the Chief of Section.

Registry Assistant, United Nations Educational, Scientific and Cultural Organization 

Dec.2010 – Feb.2013
Under the supervision of the Administration Officer, the responsibilities include:
· Receive, register, route, dispatch all incoming and outgoing correspondence;
· Identify the incoming calls, correspondence and publics,  judge the priority level and receive with appropriate protocol;

· Ability to protect organization privacy and confidential issue;
· Handling and maintaining a comprehensive filing system of the office. Responsible for entrance pass and UN ID renewal for office staff;
· Monitor cost and prepare payment of office regular cost monthly/quarterly;
· Assist the secretary of director with administrative arrangement;
· Focal-point of UNESCO website in China, assist in website construction and coordinate effectively with six local sectors and headquarters.
National Administrative and Finance Assistant, International Organization for Migration (IOM) Liaison Office in China          


      Jun.2008 – Jul. 2010
Under the supervision of the Project Manager and Chief of Mission, I am responsible for providing a high level of financial accounting and related administrative support for conduct of the Capacity Building for Migration Management in China (CBMM) Project to ensure successful compliance with IOM and EU fiscal requirements. 
Specifically, the responsibilities include:
Finance & Budget

· Produce monthly financial expenditure updates based on actual and forecast expenditure for project activities, as well as maintain necessary budgetary control records and files;

· Monitor expenditures and compare with approved budget; prepare adjustments as necessary; 

· Provide support on reporting on the project budget through working in close coordination with the IOM Project Manager and the National Project Assistant; 

· Provide logistical support and contract management, including finalizing contracts for suppliers and contractors associated with project activities through working in close coordination with the IOM Office Administration Assistant and the National Project Assistant;
· Initiate payment requests and follow up the settlements on a timely basis; 
· Provide monthly fund request based on the calculation of foreseen expenditure.
Administration & Logistics 
· Draft correspondence in correct English and Chinese to partner and vendors;
· Compile a China Country Fact Sheet to share the up-to-date condition and regulation of China with overseas returnees;
· Maintain and update the documentation and database;

· Undertake missions to coordinate the communication and logistics between office and local authority;
· Logistics arrangement of international meetings, training and workshops;
· Coordinate logistics arrangement with Government officials and foreign experts;
· Focal point of office asset. Monitor and manage office asset management, make timely input of asset record into SAP financial system and allot to specific budget lines; 
· Focal point of i-GATOR(integrated Global Airline Ticket Order Record) system, coordinate air movement with staff/migrants/consultants/officials and travel agency, make timely input of  air ticket condition in i-GATOR system, submit movement report to the regional movement centre office;
· Assist in office administration and logistics arrangement.
Procurement
· Source quotes, analyze bids and finalize payment; 

· Negotiate with suppliers and follow up on contracts in accordance with the IOM’s regulations and rules; 
· Preparing payment vouchers, and payment of all invoices and receipts relating to project activities;
· Prepare Purchase Request Form, Purchase Order, confirm the delivery of goods and process payment;
· Input relevant procurement document into SAP financial system;
· Prepare and update the database of suppliers;
· Recording office cash payment and preparing monthly cash account closure.
· Focal point of procurement in IOM Beijing office. Procure office supplies, utility, furniture, vehicle etc.
	Personal Skills


· Have a good command of both spoken and written English Particularly good at writing business letters, Skilled use the network access to the relevant information in English and can be translated in time;   

· Well-equipped knowledge and application of the UN financial regulations and rules; 
· Familiar with the Internet and e-commerce. Proficient in Windows 2k/XP, MS software 2003/2007/2010. Capacity to operate independently and promptly dealing with the office documents. Proficient skill in SAP financial system, capable of building activity budget independently.
· Highly self-motivated, effective team player, able to interact successfully with all levels of staff; able to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 
· C1 driving license holders, seven-year driving experience.

	FIELD VISIT


P.R. China：(Beijing), Shanghai, Tianjin, Hebei, Jiangsu, Zhejiang, Yunnan, Hubei, Hunan, Shanxi, Anhui, Shandong, Sichuan, Shaanxi, Heilongjiang
Out of China: USA, Philippines, Russia, Finland, Australia, Republic of Korea, Thailand, Indonesia.
	COMPUTER SKILLS


· Windows XP, Windows 7; Microsoft Office (2003/2007/2010) Word, Excel, PowerPoint, MS Outlook, Image processing software; 

· Computerized accounting system (SAP) and programmatic and budgetary system (SISTER);

· Search Engines.
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