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Resume
· Personal Information: 

Name: Xia Dongmei                          

Land Line Number: 010–5192 4404
Mobile phone: 158-01499-702 (not available in working time)
E-mail: angela.m_xia@hotmail.com   
· Work Experience:

British Embassy                       Chevening Alumni Officer

August 2014 to Present 

1. Develop plans for alumni events and implement those events (normally 40-50 per year). 
2. Prepare the bidding for Chevening Alumni Project Fund, and manage the budget pool to make sure it is used properly. 
3. Maintain good relations with internal and external contacts, in particular Chevening alumni across China, and well manage the volunteers group including CCAA Committee, Class Reps and embassy volunteers.  

4. Support desk officers to develop and manage tailored alumni events for their targeted group. 

5. Update Chevening value report and the financial report, as well as other tasks required including newsletter and news release articles. 
6. Manage the alumni database (around 1,600 alumni). 

British Embassy                       Chevening Project Officer

May 2012 to July 2014 

1. Develop and update Chevening Scholarship promotion strategy and implement the strategy, especially leading in running promotion events and expanding the media coverage. 

2. Manage the recruitment process of the Chevening programme to ensure selection is completed on time. 
3. Maintain good relations with the internal and external contacts, including government agencies in both China and UK, research institutes, universities, media and individuals. 
4. Manage the administration of short courses and fellowships. 
5. Support the recruitment and pre-departure process across the consular network in China. 
Australian Development Scholarship (ADS) – Funded by AusAID 
ADS Administrator                                         
October, 2010 – May 2012   
1. Daily management on China scholarships programs (primarily focuses on ADS with limited assistance in the administration of Australian Leadership Awards Scholarship (ALAS) and short courses). 
2. Develop and disseminate scholarships promotion materials. 
3. Organize and deliver scholarships promotion events in Beijing or other cities. 
4. Organize alumni events and guarantee alumni engagement in China. 
5. Work closely with AusAID Beijing Post to support the development and implementation of China Scholarships Monitoring and Evaluation (M&E) Framework. 

6. Undertake tasks relevant to M&E framework development and implementation upon post’s request. 
7. Prepare work plan, quarterly progress reports and activity completion reports. 
China Australia Governance Program (CAGP) – Funded by AusAID            

Program Coordinator                            
August, 2007 – September, 2010 

Responsibilities:

1. Keep close relations with the Partners (AusAID, MOFCOM and NDRC) and contribute to the maintenance of a productive partnership with CAGP counterparts, including government agencies, research institutes and individual advisors.

2. Organise the annual AQAG (Advisory and Quality Assurance Group) performance review and case studies taken by independent experts.

3. Develop and implement projects, set up project indicators and outputs, and make sure they are achieved and contribute to the Programme Aim; manage the project budget and guarantee the projects funds are spent properly; monitoring the projects and carry out post-project evaluation for projects.

4. Assist the Australian and Chinese Team Leaders (ATL and CTL) to prepare project documents, including work plans, annual plans, status reports, and briefs for Charter Board and Management Group meetings.

5. Professional management of all CAGP written and oral translation.

6. Disseminate project and programme outputs in seminar, meetings, newsletters and publications;

7. Lead PMO staff on quality assurance and M&E framework and maintain quality control during the field surveys and working visits.

8. Organize various events within the program, including seminars, meetings, evaluations, field trips and working visits.

9. Assist to maintain CAGP Management Information System (MIS) Database.

Shanxi Integrated Agricultural Development Project – Funded by ADB
Translator and Office Secretary                            
February – June 2007 
Responsibilities:

1. Provide high quality translation on project documents, including major reports, and technical papers
2. Consecutive interpretation for meetings with Chinese partners, field surveys, training and workshops
3. Monitoring the administrative expenditure and prepare the expense summary every month
4. Assist the ATL to coordinate the work and task allocation of the whole team
5. Provide logistical support and travel arrangements including accommodation and airfare bookings

Rural Road Development Strategy – Funded by ADB           
Translator and Assistant                             
August 2006 - January 2007

Responsibilities:
1. Translation of project documents, including major reports and technical papers. 

2. Consecutive interpretation for meetings with Chinese partners, field surveys, training and workshops. 

· Education:

July, 2006    Bachelor of Arts, Major in Business English, Yanshan University 
· Training:

March 2014           Training on interview skills and problem-solving

February 2013         Project Management Training in Singapore

March to June 2010     PMP (Project Management Professional) Training 

January 2010


Project Management Training at Renmin University

June, 2009            Training on Business Writing 

December 2008


Gender training organized by AusAID

· Achievements:
August, 2010 




PMP Certificate    

March, 2006                
TEM-8
May, 2005                  
BEC Vantage Level

April, 2005                  
TEM-4

· Computer skills:

Microsoft Office 
· Referees

Could be provided if needed.  
· Interests

Traveling, bowling, golf, reading about history and contemporary culture
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