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工作经历
英国文化协会(北京)－人力资源助理                        2012.4～2013.12
· 参与到人力资源部门的各项工作中协助各部门完成工作任务和指标 

· 负责简历的筛选，以及电话通知
· 进行人事档案的整理，对离职和降职人员的档案及时调整
· 通过公司的系统，记录人员的休假更新
· 与各部门负责人沟通协调，安排面试时间和地点，准备面试材料
· 协助新员工办理入职
德国费特拉北京代表处－数据处理员 （实习）
2010.1～2010.3
· 按照德文和英文对照表，完成每日的数据录入和更新工作、
· 对已录入和更新的数据进行核对和筛选，收集不正确的数据
· 协助完成数据的归档
北京索尼探梦科技馆－运营助理 （实习）
2009.9～2010.1
· 接受礼仪和语言表达培训
· 用中文和英文向参观者介绍试验原理并指导其进行试验
· 在团队中完成自己的试验任务并配合其他人完成试验演示和试验短剧
神州国旅门市部－销售助理 （实习）
2009.5～2010.9
· 接听客人的电话，收发传真，联系地接社，对结束旅游的个人进行回访
· 整理每个季度的旅游线路报价，并将其整理成册
· 填写保险协议和出游合同
个人信息：

出生日期：1988－06－06                       户口： 北京市朝阳区
电话: 15810477218                                                          电子邮件: annfreeworld@sina.com
教育背景
工商管理学硕士
2010.9～2012.7
英国西苏格兰大学

管理学
工商管理学学士
2006.9～2010.7
北京石油化工学院（党员）
市场营销
技能
Microsoft Office 软件，Mac

证书
会计上岗资格证       

人力资源管理师(一级)
Experiences
British Council(Beijing)—HR Assistant
2012.4~2013.12
· Highly attention to detail. Assistant officer prepare contract and offer letter, update leave record and collect application.。
· Develop the ability to interact and communicate with line manager, colleagues and candidates, which prompt efficiency for the daily work. Contact with candidates to arrange the interview, support HR manager and officer to complete daily task and report to director.

· Experiencing international working environment working process.

· Improve the ability to distributed and allocated tasks under strong pressure, especially in dealing with multi-task and learning how to set plans and corporate with staffs based in differed counties to complete the recruitment,

·  Responsible for set up staff file, and manage annual leave and sick leave form, and prepare interview package before interview. Which improve my file management skill

· High sense of security. I have strong awareness of confidentiality and convey sensitive messages in professional manner, because 'application1' and payroll involves personnel and private information

Sony ExploreScience Museum—Operation Intern
2009.9~2010.1
Responsible for showing and to explain the principle of the experiences to visitors, and prepare the experience show with other members in the team

· Be more patient, helpful and careful. When showing and explaining the principle of the experiences to visitors and children.

· I accepted the rituals, language training

· Work in a team to prepare a experience show to explain the principle of experiences both in English and Chinese

Shen Zhou Travel Agency —Sales Assistant (Intern)
2009.5~2009.10

· Enhancing communication skills and customer service orientation. Dealing with customer requirements and complains via calls, e-mails and visits. Answering questions such as visa and flight information. Offering advices and problem solves.

· Learning administration knowledge. Documents management, stationery and facility management.

· Improving flexibility and cooperatively. Consider multi-factors as customers’ visa, travel plans, time and cost budgets, flight delay or cancellation, even the weather. When customers require refund, endorsement, several people and organizations should work together to finish the whole process.

· Advancing team spirit. Cooperate with other colleagues and agencies. Deal with multi functional tasks like journey arrangement and visa application with team members. Sending and receiving documents with third parties.
Personal Information

Date of Birth: 1988-06-06                                                        Hukou: Chao Yang District .Beijing
Phone Number: 15810477218                                                 E-mail: annfreeworld@sina.com
Education
Master Degree
2010.9~2012.7

The University of the West of the Scotland

Management

Bachelor Degree
2006.9~2010.7

Beijing Institute of Petrochemical Technology

Marketing

Skills
-Microsoft Office (Excel, PowerPoint, Word, Outlook)

Certification
-Certification of Accountant

-Human Resource Management (Level 1)
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