To whom it may concern,
I’m writing to you in regards to the position in your facility, for program assistant. I finished my graduate study of social work in Adelphi University, United States and got Master of Social Work degree. I have high passions of nonprofit organization and have great concern about the environmental issue of China. 
I have been interning in a senior center and department of behavior health of HealthCare Partner during my study time. During these two intern experiences, I worked between my client and partner facilities. I got the chance to help making conferences and meetings, collected data of my client and wrote analysis reports and assignments. I just finish a clinic research in a Nursing home which use Sweden management model in Japan. I learned non-government facility management based on the Japanese elderly welfare policy.
I am an outgoing, self-started, hard-working and efficiency person. Because of my major, I am very confident of my interpersonal skills and good at working with others. I have strong senses of professional ethic and able to maintain confidentiality. I feel that I could be a valuable asset to your team. I wish I could have the opportunity to join your team. 

Sincerely,
Zedi Yao
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姚则第
女 | 未婚 | 1988 年10月生 | 户口：北京 | 现居住于北京-西城区
群众|  身份证： 110106198810301223
13811319200 (手机)                                     E-mail: 1084962213@qq.com
最高学历：硕士研究生 
毕业学校：美国阿德菲大学（Adelphi University）

求职意向
工作性质：全职
期望职位：Program Assistant
工作地区：  北京
期望月薪：面议
目前状况：可立即到岗

教育经历
2013/01-2014/05     阿德菲大学 | 社会工作专业 硕士研究生
2007/09-2011/07     北京工业大学  社会工作专业本科
2005/09-2007/07     北京育才学校

专业技能
流利的英语听说读写能力
基本的日语听说会话能力
可熟练使用各类办公软件
实习经历
2014.11–2015.03
日本舞滨俱乐部（高端养老机构）丨实习调研
工作描述：
1. 进行短期专题调研。
2. 面对舞滨俱乐部的在居老人，了解养老设施的整体运行方式以及临床介护方式
3. 跟随设施的照护经理参与在居老人服务计划，健康护理计划制定。
4. 进行非政府性质的老年设施的服务对象信息收集整理。
5. 与政府养老评定机构的协调联系。

2013.01– 2013.08
Elmhurst/Jackson Heights Senior Center| 实习
工作描述：
1. 进行案主访谈，收集案主信息数据，利用数据分析记录软件进行以研究为目的的记录分析。进行社会公益机构对于关怀对象数据的收集，统计工作。
2. 制定个案照护管理计划，协助案主搜寻联系可用的社会资源，并且协助进行申请与联络。
3. 负责组织宣传每周进行的书法兴趣小组。
4. 配合案主与医院，社会福利部门，电话公司等关联机构进行联络。

2013/09 -- 2014/02 
HealthCare Partner | 在校实习
工作描述：
1. 协助制作非盈利组织的管理计划（预算管理，个案照护计划制定，合作设施沟通）。 
2. 通过电话与案主沟通，进行医院探望以指定详细的精神健康管理计划。
3. 跟进案主情况，进行抑郁症情况的测试与分析，发现案主需要，分析医疗诉求。

2007/06 -- 2008/04
北京富豪花园度假酒店 | 销售助理经理
工作描述：
2007年本科毕业后，在北京富豪花园度假酒店担任销售助理经理一职。主要负责酒店网络销售，网站的更新制作，以及宣传册更新制作工作。

自我评价
性格开朗，易融入新环境，善于与人沟通，具备良好的团队合作能力。热爱社会工作专业，渴望在NGO领域贡献力量，具有很强的专业职业伦理观念。善于思考，做事认真。通过留学经历以及专业实习调研，熟悉信息的收集整理方式，并且熟悉非盈利组织，非政府组织的运行模式，工作方法。



ZEDI YAO
1381-131-9200 
E-mail:1084962213@qq.com

EDUCATION
Adelphi University, Garden City, NY
Master in Social Work, May 2014

Beijing University of Technology, Beijing, China
Bachelor of Social Work, 2011
WORK EXPERIENCE
Beijing Nature Times Hotel, Bejing
Department of Sales 
Sales Assistant Manager                                                                                                     08/2011-03/2012
· Build and make update web presence of Hotel in order to help hotel making better expression and understanding for customers.
· Communicate with customers for room selling.
·  Design and Edits a new edition of the hotel visual identity, including the promotional literature, souvenirs, posters, etc.   
SOCIAL WORK EXPERIENCE
Maihama Club Co., Ltd. Urayasu-shi, Chiba-pref, Japan
Clinic research                                                                                                                        12/2014-03/2015
· Basic clinical care service
· Case management, individual care plan and service plan making 
· Contacted with resident’s family members for enhanced service providing
· Non-government facility management research based on the Japanese elderly welfare policy
 
HealthCare Partner IPA, Garden City, NY, United States						
Department of Behavior Health
Social Work Intern									09/2013-02/2014
· Management planning of the NPO (budget planning, case management, facilities coordination)
· Contacted clients through phone calls and hospital visiting in order to applies behavior health case management 
· Coordinated of care between medical and behavioral health providers about insurance
· Followed up with clients and completed depression screenings and assessment of clients’ needs, and assessment of medical necessity as it applies to inpatient and outpatient services. 

Elmhurst/Jackson Heights Senior Center—Institute for the Puerto Rican/Hispanic Elderly, Inc, Elmhurst, NY, United States	
Social Work Intern									01/2013-08/2013
· Collecting clients’ data and making further research based on clients’ data
· Researched available community resources and assisted clients contacting and utilizing resources with particular focus on accessing case management requirements and applications
· Facilitated recreational and activity-based group with Chinese seniors by a weekly calligraphy interest group. 
· Completed individuals and couples intake interview with new members and input clients information into three data bases (SPP, PDS, Pearplace)
· Coordinated between hospitals, Social Security, Medicare, Medicaid, Phone Companies, and clients
SKILLS
Language: Fluent in English, Basic communication ability in Japanese  
Computer: Proficient in Microsoft Office and Internet Research







