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	PROFILE

	

	Seeking the position of  Admin Assistant



	English major
Communication skills
MS Office Suite


	TEM 8 
Executive capacity
Sense of responsibility

	Team leadership
Order out of chaos
High level of ethics


                                                                                     EXPERIENCE

	Chief of  Visa Assistant                                                                                                                          06/2013-
	

	Join Business Consulting Co.Ltd, Jinan, Shandong, China
	08/2013               
	

	Collect and translate clients' basic information and complete visa application form.
Provide assistance to clients with preparation for application materials such as employment certificate and  invitation letter. 
Schedule application appointment for clients and assist manager with application training service.

	
	

	      Administrative Assistant
	06/2012-
	

	Academy of Education Science, Qufu,China       
	08/2012
	

	Coordinate the preparation for academic meetings and take notes. 
Use Microsoft Office and Excel to process various documents. 
Keep links with different school presidents and accompany researchers to visit schools.
Perform routing office tasks such as photocopying, mail dispatch and manage telephone calls.
Selected as the Outstanding Summer Intern among 20 trainees.

	
	

	 International Communication Volunteer
	09/2011-
	

	International Office of Shandong University, China
	10/2011
	

	One of four guiding volunteers selected from 100 volunteers.
Act as interpreter to receive representatives coming from worldwide famous universities, including presidents and professors.
Coordinate meetings and activities of international academic exchanges.
Learn to work under great pressure with speed and professionalism.

	
	

	EDUCATION
	
	

	Shandong University

Double majors in English and International Politics for 5 years

Bachelor of Arts, Bachelor of Law
	
	

	Graduate on 1st June 2014

University of Internatioanl Business and Economics

Majoring  in Business Interpretation 
	
	


