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 eq \o\ac(○,历)   2008.6- 2014   程琳工作室  项目经理
· 负责艺人事业上的开拓和商务谈判

· 负责联系艺人的演出等活动的洽谈与联络

· 负责演唱会的招商、策划与执行
· 负责艺人包装与风格定位
· 艺人资料的整理、管理

· 媒体访谈的联络安排

· 海外业务的联系洽谈等

业绩：

1. 成功组织程琳洛阳个人演唱会的招商谈判及活动策划、组织安排工作
2. 成功组织程琳与崔健洛阳演唱会的招商谈判及活动策划、组织安排工作
3. 负责程琳北京个人演唱会的组织协调工作
2006.6-2008.5 上海奥美广告公司北京分公司  资深秘书
主要负责协助执行创意总监的行政工作，并负责管理部门资源及参赛事宜。

2004.10- 2006.6  奥地利卢森宝亚国际有限公司北京代表处  商务助理
      主要负责商务谈判、合同执行、客户服务、免3C手续办理以及办公室

相关工作和部分财务工作。

工作经验： 掌握进出口流程的基本知识；


     相关财务知识；

           商务谈判技巧等。
 2000.6-2004.4 上海奥美广告公司北京分公司  秘书
主要负责协助创意总监的行政工作，并负责管理部门资源及参赛事宜。

工作经验：熟练掌握广告公司特别是创意制作的流程；

          熟悉传播领域各部分的流程及知识；

          对创意概念有一定的理解。

1997.10-2000.3  中航油鹏通航空服务咨询中心  客户服务

主要负责国外来华包机的地面服务代理，包括航油、航食、清关以及机组

人员的酒店、旅游等事宜。

工作经验：熟悉与国内企业的沟通技能及航务知识。

 eq \o\ac(○,教)   1993.9-1997.7 安徽财贸学院国际贸易专业学士学位

2000 – 2003   奥美360度培训 / 奥美秘书培训 
 eq \o\ac(○,技)   *  大学英语考试六级

*  熟练操作office办公软件
Resume
Name：Olivia Liu

Mobile： 13910621252                                                         E-Mail：olivia.liuliu@qq.com         

__________________________________________________________________________
Education:   

                 1993.09 -- 1997.07         BA Degree

                 Anhui Institute of Finance and Trade

                 Majored in International Trade 
Work Experience:
June 2008 – 2014   Cheng Lin Music Studio
Duty: Business Manager

· Artist musical style positioning and dressing management 

· Business developing and negotiation

· Concert investment negotiation, planning and execution 

· Artists personal file management
· Media contact

· Abroad business contact and negotiation

Achievement: 

1. organize successfully for investment recruiting, concert planning and execution for Cheng Lin LuoYang concert

2. organize successfully for investment recruiting, concert planning and execution for Chenglin&CuiJian concert

3. coordination successfully for Cheng Lin Beijing concert

4. coordination successfully for Jiao Nini Beijing concert
June 2006 – May 2008  Ogilvy & Mather Beijing

         Duty: Senior Secretary to ECD

October 2004 – 2006  Rosenbauer International Beijing Office

         Duty: Business Associate 

· Contract maintenance and execution

· 3C exemption procedure

· Business negotiation 

· Client service 

        June 2000 – April 2004    Ogilvy & Mather Beijing 

        Duty: Secretary to Executive Creative Director

· Manage team building and office administration systems

· Make appointments and maintain diaries 

· Liaise with other internal departments, team organizers, secretaries and project administrators

· Filter telephone calls, receive visiting clients and staff from other offices
· Prepare letters, memos, reports, spreadsheets, presentations, proposals, tenders and similar documents

· Organize stationery, refreshments, couriers, postal, travel and accommodation arrangements in office
· General duties for entering international creative awards.
Oct. 1997—March 2000

Caosc Pengtong International Aviation Consulting Center

        Duty:  Associate

· Provide services to foreign non-scheduled charter 
aircraft, including customs clearance, room reservation 
travel guidance for pilot and contacting fuel, portable
· water, catering and etc for aircraft.                

Other Skills: 
Certificate of English Test Band 6 
excellent computer operation skill in Word, Excel, PowerPoint, Scanning and basic skill in Photoshop.
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