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Objective  To utilize my good English and strong communication skills to work in a service oriented environment

Experience

September, 2014 to January, 2015

Assistant to Director, Jackon Family Care Center, Zigong, Sichuan.

Finished monthly petty-cash report

Wrote children’s report in English. Interacted with the children, taught them and disciplined them; brought them good influence in various ways.
Took care of Chinese and foreign visitors with my co-workers; purchase for the care center and took business trips when necessary. 

August, 2014: Danyun Company, Yunnan

          Salesman

Collected information and wrote English reports
Wrote product introductions and advertisements in English
         May, 2012 to July, 2014: John Connor Brown Christian Care Center, Tiandeng Guangxi, China

            Assistant to Director

Finished monthly petty-cash report

Wrote children’s report in English. Interacted with the children, taught them and disciplined them; brought them good influence in various ways.

Took care of Chinese and foreign visitors with my co-workers; purchase for the care center and took business trips when necessary. 

           February, 2012 to April, 2012: Chinese Agape Foundation, Nanning

Assistant to Coordinator of Chinese Agape Foundation

Took business trips with my boss to each care center of Chinese Agape Foundation, interpreted for him, reserved hotels, tickets etc. 

Translated files between English and Chinese
December, 2011 to February, 2011: Hidden Treasure’s Home, Fuzhou, China

Care-giver

Changed diapers for the children (they were disabled, some were autistic children, some were children with cerebral palsy), dressed them, fed them, interacted with them, etc.

Helped foreign teachers and the children in class. 

November, 2010 to December, 2011: John Connor Brown Care Center, Tiandeng, Guangxi, China

          Assistant to Director

Finished monthly petty-cash report

Wrote children’s report in English. Interacted with the children, taught them and disciplined them; brought them good influence in various ways.

Took care of Chinese and foreign visitors with my co-workers; purchase for the care center and took business trips when necessary. 

          May, 2010 to November, 2010: 2010 EXPO, USA Pavilion, Shanghai

          Waiter (created and served on banquet and cocktail party etc) (3 months)

          Salesperson at the Gift Store of USA Pavilion (2 months)

Described products for customers, persuaded them to purchase the products

Resolved customer’s complaints

Hooley’s Restaurant and Irish Pub, Guangzhou, China

          Waiter

Served drinks and food from the bar and waited on tables with foreign customers

Resolved customer’s complaints.

Education  2005---2009   Yangtze University, Jingzhou, Hubei

B. A, English

Skills:     Excellent English skills; I can use office software well such as Word and Excel; 

          I know how to deal with teenagers and children well. 
Interests   Table tennis, running, reading, painting, taking videos etc.
