RESUME

Curriculum Vitae

JIANG Yiman
Personal Information                     

Date of Birth:  October 4, 1983            Sex:    Female

Telephone:   (+86)13521955998           E-mail:  yiman1004@hotmail.com
Education and Training
Jul. 2007~Aug. 2007   Participated in the Summer Program of Modern Greek and Culture, University of Athens, Greece
Sep. 2005~ Jun. 2008  Master Degree, World History
Sep. 2001~Jun. 2005   Bachelor Degree, History
Graduated from Beijing Normal University, Beijing, China
Working Experience
Apr. 2008~present  Embassy of the Hellenic Republic in China 
(1) Jan. 2011~present: Administrative Assistant
> Assistant to Minister Counselor
·Management of her schedule;

·Do liaison work between her and her Chinese counterpart;

·Do translation and interpretation on various topics when required;
> Assistant to the Financial Officer: 
·Keep sound record of all the Embassy’s bills and assure their timely payment, make financial report on Embassy’s expenses to Financial Officer on a regular basis;

·Budget management and procurement of stationery, keep in contact with all the suppliers of the Embassy;

> Receptionist

•Answer, filter and transfer phone call, offer elementary information for caller;

•Document filing and updating; 

•Assist in the Embassy’s event management.
Jan. 2010~Dec. 2010: Assistant in Visa Section
> Printing visa through Schengen system;

> Offer interpretation during interview;

> Collect visa and offer answer to visa-related question.
(3) Apr. 2008~Dec. 2009: Assistant in Ambassador's Office 
> Assist in the Program Greek Cultural Year in China, support the implementation of various cultural projects, receptions and events in its framework;
> Assist in daily administrative work.
Oct. 2007~Jan. 2008

Intern in European Union Chamber of Commerce in China (EUCCC) · Turkish Industrialists’ and Businessmen’s Association (TUSIAD), working as the assistant to the TUSIAD Chief Representative in China.

> Assist the Representative in organizing the Opening Ceremony of the Beijing Desk Office, including a wide range of detailed things from chose hotel to make name list of invitees;

> Search business-related information for the reference of the Association
Oct.2014~present
Chief translator for website http://www.kazantzakis.cn
Skills & Qualifications

> Be able to communicate in a clear and effective way;

> Fluent in both spoken and written English with good interpretational skill;
> Good knowledge of MS Office software;
> A good team player and maintain an excellent rapport with all the colleagues, suppliers and relevant service providers;
> Be able to work under high pressure with mutable tasks.
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