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CURRICULUM      VITAE  
A. Personal Details:

a. Name as per Passport:           Jinyang Wu                                                                                               
b. Date of Birth:


04/04/1991
             c. Nationality:


China                                                             
d. Passport No:


G50196079
e. Marital Status:

Unmarried
f.  E-mail:


carlyne123@163.com
             g. Contact no. 


18301657933
B. Languages:

           Chinese – native speaker

            English – intermediate 

C. Professional Education:

1. Bachelor degree of Broadcasting Arts of Zhejiang University of Media and Communications – September 2008 to June 2012
2. The University Of Sydney Centre for English Teaching – October 2012 to February 2013
3. Master degree of education (TESOL) of the University of Sydney – March 2013 to April 2014
D. EMPLOYMENT DETAILS: 

Current Employment: 
From April 2015 to present
             Currently working with British Embassy Beijing as visa assistant

Job responsibilities included following assignments:

· To input data from visa application forms onto the in-house software system accurately whilst meeting the daily inputting target  
· To accurately link applications and to stream applications according to in-house software
· File retrieval and responsibility for filing and weeding of applications

· To carry out various administrative tasks, such as printing student certificates of acceptance for study.

· To prepare completed applications, scan out and box ready for various courier collections,
Previous Employments: 

From April 2014 to November 2014

             Worked with Yuhu Group (Australia) Pty Ltd. as Event coordinator

Job responsibilities included following assignments:

· Developing, organizing, planning and promoting a range of large scale events.

· Preparing delegate packs and promotional material.

· Sending out accurate client contracts and ensuring they are signed & returned within appropriate deadlines.

· Making sure that insurance obligations are adhered to.

· Maintaining a calendar of events for effective long term planning.

· Building good client and sponsor relationships.

· Ensuring adequate staffs are available for the event.

             Previous Employments: 
From November 2012 to May 2013 (part-time)
Worked with AIMG Holdings (Sydney) as Event player duration.
              Job responsibilities included following assignments:
· Reviewing and sourcing the locations where the event is to be held.
· Arrange security and advise on health and safety issues.

· Creating a table sales database for all events.

· Identifying opportunities to up sell.
· Preparing and managing budgets for the event.

· Liaise and negotiate with suppliers such as florists and external caterers

From October 2011 to April 2012 (Internship)
Worked with Hubei TV Station as journalism duration.

             Job responsibilities included following assignments:

· Conducting interviews with readers, sources and anyone directly involved in a story.
· Quickly collecting and analyzing information on any breaking news stories.

· Following up leads for potential new stories.

· Coming up with catchy headings for features.
E. Interests

            My interests include healthy living, appreciation of music, movies, cooking (China, Japan, Singapore and Korean), swimming, reading and travelling.
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