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梁祖连 
联系电话：15920485842


电子邮箱：liangzulian@126.com
毕业学校：广东技术师范学院
  
学历/学位：本科/学士
工作经历
2013– 2015 杜邦中国集团有限公司广州分公司（销售/财务助理）
· 月度销售会议数据准备
· 销售订单处理及跟踪

· 销售数据整合及分析

· 市场活动及展会协助

· 访客酒店及交通安排

· 应收账款追踪及沟通

· 银行及税局事务协调

· 发票开具及签收付款
· 税项申报及财务报表制作
· 员工报销单据处理（培训、政策实施、扫描及归档）

2012 – 2013 杜邦中国集团有限公司广州分公司（设施助理）

· 安保系统的启用及操控
· 前台接待：访客登记，会议室设施准备，报刊及邮件收发
· 负责每月各供应商发票的请款及检查员工差旅报销报告
· 分公司所有设施服务合同管理员，实现与外部供应商（20+）的沟通及合作

· 办公室行政工作：茶水间物品补给，文具订购，名片制作，租车安排

· 新员工入职安排：申请派发门卡，设施准备及介绍，帮助熟悉各项服务细则
· 办公室设施操作及维护：一体机，会议室，电话系统，门窗，家具
· 房地产及设施服务部门双月刊新闻编辑（英文）
2012年2月中国广州国际广告标识展 & 第八届广州国际LED展（口译员）
2009 – 2010 广州英豪国际高中（总监助理）
· 招聘：协助总监在全国各省的招生工作
· 翻译：大量英汉文本互译及口译
· 活动组织：为大型教育展提供各种物资，组织工作人员参加及准备大型展会
· 社交策划：组织并跟进各种社交活动（电话，邮件，现场报名登记，电子存档）
· 成功创建英豪校友会，帮助多位客户申请国外院校
· 办公室行政：打印、传真、信息输入及更新，后台信息管理；办公室日常费用支出管理及汇总，文件资料等的整理及归档，制定总监日程，会议安排，差旅交通及酒店的预定
2008年4月 广州珀丽酒店（四星级）（客户服务）

· 前台礼宾部

· 机场迎接外国客商

· 外国外客商提供翻译服务

· 佛山陶瓷城口译
· 解答外国顾客对酒店及广交会的咨询
2007年10月 中国进出口商品交易会（外贸实训）
· 采购商报到处办证人员

· 解答外宾疑问

· 境外采购商办理入馆报到及制作纸质或E-Pass卡
语言技能及证书
· 英语：大学英语四六级，剑桥商务英语中级，专业英语四级，专业英语八级，
· 西班牙语：正在学习
· 汉语：普通话二级乙等证书，粤语熟练
· 电脑：全国高等学校计算机水平一级，熟练操作MS Word, Excel, PPT, Outlook
· 全国外贸跟单员证书
· 高级中学教师资格证书

获奖情况
· 全国大学生英语竞赛三等奖

· 国际贸易英语技能大赛三等奖
· 获得一等奖学金/三等奖学金
· 优秀团员/优秀干部
个人自评
本人性格随和，做事认真细心，具有高度责任感，能够举一反三，学习能力强，愿意并主动接触新事物。具备良好的团队合作精神。
Julie Liang

Address: NO.21, Huacheng Avenue, Tianhe District, Guangzhou 

E-mail: liangzulian@126.com


Tel: +86 159 2048 5842


SELF-EVALUATION

I am an extremely organized, responsible and detail-oriented individual with a variety of abilities and willingness to learn. 



WORK EXPERIENCE
DuPont China Holding Co., Ltd. Guangzhou Branch-Sales/Accountant Assistant 2013 to 2015
· Preparation of sales data for monthly sales meeting
· Consolidation and analysis of sales data 
· Purchase order process and following up

· Coordination of marketing campaigns and events
· Hotel and logistics arrangements for visitors
· Account Receivable (AR) tracking and communication
· Tax declaration and generation of financial reports
· Reconciliation of bank and tax bureau affairs
· External and internal invoices process 
· Travel Expense Reports handling (policy refresher training & execution and filing)
DuPont China Holding Co., Ltd. Guangzhou Branch---------Facilities Assistant
2012 to 2013

· Implementation and full control of Security System.

· Contract Administer (CA) of DCH GZ: communication and liaison with 20 vendors.

· Managing invoice payment requisition and checking Travel Expense Reports (TER).
· Reception: visitors’ registration, conference arrangements and mailing. 

· Overall administrative support such as pantry supply, stationary, vehicle rental etc. 

· New employee orientation: issues of access cards, facilities introduction etc.

· Office facilities operation & maintenances: multi-functional machine, telephone, doors, lighting and furniture. 
· English editor for FS&RE Greater China Bi-monthly Newsletter.

Sign & LED China 2012--Interpreter as onsite stuff for foreign visitor-----2012
Yinghao College --------------Managing Director’s Assistant----------2009 to 2010
· Office materials stock and supply.

· Office expenditure report and management. 

· Organizing and preparing package for large-scale fairs.

· Organizing and filing important documents and reports.

· Searching suppliers for producing different products required.

· Assisting students’ recruitment across various provinces in China.

· Translation and interpretation for foreign guests and important documents.

· Arranging schedules, transportation and booking appointments for the Director.

· Basic administration work such as printing, faxing, inputting data and updating website and database.

· Planning social events and follow-up management. (Phone calls, emails, invitations, receptions and registrations, making record, etc.)

 Rosedale Hotel (four stars) ---------- Customer Service-------------------------2008

· Interpretation for international business customers.

· Translation for European guests at Foshan Ceramics Fair.

· Picking foreign customers up from Baiyun airport to hotel.

 China Import & Export Fair (Canton Fair) Foreign Trade Intern-----------2007
· Daily communications with international businessmen.

· Excelled at solving customer related problem.

· Overseas Buyers Registration for entering into the exhibition hall.

SKILLS AND QUALIFICATIONS

· English: CET-4, CET-6, TEM-4, TEM-8 and BEC Vantage Grade B 

· Spanish: On-learning

· Chinese: Excellent ability in both Mandarin and Cantonese

· Computer: National Computer Rank Examination Level 1

· Excel in operating MS Word, Excel, PowerPoint and Outlook etc.

· Others: Foreign Trade Merchandiser Certificate / High School Teaching Certificate
SCHOLARSHIPS AND AWARDS

· Winner of a third place for National English Contest for College Students (NECCS)

· Winner of a third place for International Business English Competition

· Winner of a first - class scholarship in college

· Excellent League Member and commissaries in charge of study

EDUCATION

· English Teaching, Guangdong Polytechnic Normal University (Bachelor of Arts)

· Economic English (Foreign Trade), Guangdong Industry Technical College

REFERENCES AVAILABLE UPON REQUEST

