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                                      Xiaomeng Lin (Lexie)

           linxiao.meng@163.com
            Mobile: 15136532313 
OBJECTIVE
UN Volunteer
EDUCATION

Fort Hays State University- Hays, KS                                               Dec 2014
Master of Business Administration

Major: Finance

Current GPA: 3.82













       
Fort Hays State University                                                        July 2012

Zhengzhou University- Zhengzhou, Henan

Bachelor of Arts                                 
Major: Business English & Organizational Leadership                           
GPA: 3.69    

WORK EXPERIENCE
Human Resource Management Program (HRM) & Management Development Center (MDC), Fort Hays State University, Hays, KS, U.S.A.                                 May 2014-Dec 2014
Graduate Research Assistant

· Maintained social media outlets for HRM and MDC including Facebook, Twitter, and LinkedIn.
· Assisted the Director of the HRM program in research initiatives and assurance of learning opportunities; Participated in two research projects: Human Resource Development Study of SOE in China & Employment Opportunities and Challenges for overseas returnees in China.
· Assisted the Director of the HRM program in course-development, syllabi-making and grading.

· Created flyers and other marketing materials in collaboration with University marketing personnel for
 
HRM programs and MDC programs.      
English as a Second Language Department, Fort Hays State University, Hays, KS, U.S.A                                                                                 Graduate Teaching Assistant                                                   Jan- May, 2014                                               
· Assisted the Director of ESL Department in making itinerary and travel reference.
· Maintained and updated the student information system.
· Assisted the Director of ESL Department in program policy establishing.

· Designed and maintained the bulletin board of ESL department.

· Grading; Test bank maintenance and updating. 
Office of Strategic Planning, Fort Hays State University





            Oct 2013
Project Assistant












 




     Hays, KS
·  Participated and assisted in “FHSU “Official Weibo Verification” Project.

·  Participated in establishing Regulation of FHSU Social Media Management.


NEWAY English Training Center                                          Sep- Dec, 2012
English Teacher 















    Anyang, Henan
· Taught New Concept English and IELTS Test spoken English.
Office of the Chairman of Board, Sias Foundation         



      Sep 2010 - May 2012

Chairman Assistant















 Zhengzhou, Henan
· A variety of diverse office work: classifying and organizing files, drafting announcements and speeches, document translation, and maintaining office assets record.
· Assisted the secretary of Chairman in organizing annual university-level events: Women Symposium, Homecoming Performance, and Commencement. 
· Reception of domestic and foreign VIP Delegation.
Student Union, Zhengzhou University                                  May 2009- May 2010

Vice Minister                                                             Zhengzhou, Henan
· Developed and organized monthly workshops and presentations for college students.

· Organized the annual English Model Test.
· Participated in annual member recruitment, selection, and training. 
Honor and Awards
· FHSU Presidential Full Scholarship

· Graduate Teaching Assistantship

· Graduated Cum Laude
· Excellent Graduate of Henan Province

· Second Prize in National English Contest for College Students (NECCS)
· Graduate in the first place of English Major
· Third-class Overall Scholarship
SKILLS & CERTIFICATION
· Computer skills including the ability to operate spreadsheet, word-processing, PowerPoint and IBM Lotus Note at proficient level as well as to conduct online research
· Proficiency in written and spoken English and Chinese 

· Analytical and problem-solving skills

· Effective presentation skills
· TEM-4 & 8, CET-4 & 6, BEC Vantage Level, IELTS Test: 6.5, and PSC Level one
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