简   历

姓    名： 丁  婧


                           
性    别： 女  

出生年月： 1982年1月   

电    话： 18980567706                  

电子邮件： dingding198211@gmail.com
求职意向： 

咨询师         
 

教育背景

2000/9-2004/7       四川外语学院   英语专业    本科

· 所获证书：  英语专业八级(TEM8)  

高级口译资格证书 

· 所获奖励：  优良毕业生称号
学习优秀生称号

连续多次获一、二等奖学金

工作经历

2010/11 – 至今      松翰科技

工作职位：技术文档工程师

责任描述：

1. 中英文用户手册撰写、更新

· 与各产品线PM及开发人员沟通、研究产品，规格，需求，产出用户手册

2. 网页Html布局及CSS定义，响应式布局制作

3. 工作成果：

· 掌握使用Microsoft frontpage及Microsoft HTML Help Workshop产出CHM格式的用户手册

· 掌握使用Help and Manual产出CHM、word、pdf、webhelp格式的用户手册

· 学习C语言基本知识、研究Microsoft Manual of Style for Technical Publications及其他一些Technical Writer需使用的工具

· 创建了SONiX Online Help

· 制作了SONiX English/Chinese User Manual Specification

· 参与SONiX iCloud Edu，Webadmin等网页制作

2008/5 – 2010/3     科尔尼（上海）企业咨询管理有限公司

工作职位：翻译

责任描述：

1. 翻译及协调工作:

· 负责科尔尼中国及海外地区日常翻译需求协调工作，如：项目建议书、咨询项目翻译、科尔尼白皮书、RFP等；涉及行业：金融、能源化工、汽车、航空、机械、高科技等

· 成功组织完成数个大型翻译项目：

《科尔尼论丛》（季刊）

《决胜规模之战 – 科尔尼增长魔方的运用》，15万字英中翻译

《科尔尼棋盘博弈采购法 – 64种方法削减成本》，5万字英中翻译

《科尔尼棋盘博弈采购法 – 64种方法削减成本》中文网站建立

2. 书刊编辑出版工作：

· 《科尔尼论丛》（季刊）出版协调工作，总编寄语撰写、论丛文章提要、图片编辑、版面设计。《决胜规模之战：科尔尼增长魔方的运用》出版协调工作，该书已由百家出版社出版

3. 工作成果：

· 积累了团队协调经验，翻译项目/书刊出版经验

· 培养了客户服务意识，注重从细节做起，为客户提供优质的服务

· 抗压能力增强，能在高工作强度、高要求的环境下工作 

2004/7 – 2008/3
　　中兴通讯股份有限公司

工作职位：技术文档翻译
责任描述:   

技术文档翻译工作:

· 与各项目组工程师沟通协作，完成对外日常翻译，如：工程表格模版建立，用户手册翻译与更新，统一网管解决方案，项目标书翻译，项目对外宣讲PPT，代码翻译审核，统一网管平台各版本的界面操作翻译

· 更新维护中兴通信行业专业词汇库，建立统一网管平台功能模块专业词汇库

.              

Resume

Maggie Ding

18980567706

dingding198211@gmail.com


Job Objective             Consultant
Education Background
2000.9-2004.7    Sichuan International Studies University 
Bachelor in English 

· Honors:  Excellent College Graduate of SISU
Excellent Student Award

Winner of 1st and 2nd class scholarship for consecutive years                   
·  Certification:  Advanced Interpretation Certificate

Test for English Major (TEM) Grade 8

Working Experience

Nov. 2010 – Present        SONiX Technology Co., Ltd

Position: Technical Writer

Responsibilities:

1. Chinese and English manual writing and updating

· Communicated with PMs and developers,  researched products, specifications, and requirements to generate user manuals 
2. Create W3C compliant HTML and valid CSS, Responsive CSS design 

3. Achievement:

· Mastered the use of Microsoft frontpage and Microsoft HTML Help Workshop to generate user manuals in .chm format
· Mastered the use of Help and Manual to generate user manuals in .chm format, word, pdf and webhelp documents

· Basic knowledge of C language, study Microsoft Manual of Style for Technical Publications and other tools necessary for a technical writer

· Created SONiX Online Help

· Created SONiX English/Chinese User Manual Specification
· Created visually appealing web pages or interfaces for SONiX iCloud Edu project, Webadmin project…
May 2008 – Mar. 2010      A.T. Kearney (ATK)    

Position: Translation coordinator
Responsibilities: 

1. Translation requests coordination:

· Daily translation support for ATK China and overseas offices
Translation jobs involved: proposal, consulting projects, ATK whitepaper, RFP…

Industries involved: finance, process industry, auto, aviation, and mechanics, hi-tech…

· Successfully completed large-scale projects:

A.T. Kearney Forum (Quarterly)

Competing Against Scale – the Growth Cube for Scale-based Competition
A.T. Kearney Purchasing Chessboard

Chinese website for A.T. Kearney Purchasing Chessboard

2. A.T. Kearney Forum (Quarterly) Editing & publication job: 

· Editing job: messages from the editor-in-chief, forum paper summary, figures and picture processing, layout design

· Publication job of the book Competing Against Scale – the Growth Cube for Scale-based Competition. This book has already been published by Baijia Publishing House. 

3. Achievement:

· Extensive experiences in team coordination, translation project, forum and book publication work 

· Cultivated customer service awareness, attentive to details, provided professional and high quality service for clients

· Improved capabilities in handling pressure, well-performing under time pressure and heavy workload

Jul. 2004 – Mar. 2008   ZTE Corporation

Position: Technical translator    

Responsibilities: 

Technical document translation:
· Provided translation and proofreading support to project engineers: project templates, user manual translation and updating, UNMS (Unified Network Management System) solution, bidding document, presentation slides, program code, UNMS platform interface 

