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蔡蕊
1984.9 7 年外企工作经验
西安外国语学院• 国际政治（英语）
15001008296 cherie-cai@live.cn
工作经历
美国新聚思信息技术有限公司 （财富 500 强） 2008 年 5 月--至今 北京
Sales Operation, Supervisor

带领 DMR&NAE Sales Operation team 以近乎零重大错误率给与最出色的服务，有效地支持DMR&NAE sales的稳定增长。同时团队也从 1 个 senior 4 个新手壮大到现在富有经验的 9 人精英。

■ Proactive 预测并 Review 客户的各种需求，及时有效处理客户疑问，提高客户满意度。
■ 现有流程的快速学习适应，并不断修正，改善，优化内部流程，
■ 通过各种管理手段(PAI、SLA、KPI)，改进团队效率，保持团队的灵活性和持续增长性。
■ 团队招新，培训安排，任务分配，绩效考核。
Vendor Claim Management, Specialist

参加公司的cross-training项目，放弃之前部门的Supervisor职位，从零做起。快速地学习和熟练掌握了VCM部门工作，5个月后就独立负责team 5大 vendors中的2个，和另外200余个vendors的每月折扣返利汇总与结算工作。数度赢得月度优秀工作者表彰。
■ 按时段汇总vendor的各项促销活动的销售数据，分门别类计算出折扣总额，提交给vendor据此付款。
■ 调查分析vendor对于claim数据提出的异议，提供数据佐证；确认数据有误的，做出退还，并与PM确认损
    失承担与补偿措施。
补充信息
■ 2011去美国本部培训三个月不仅出色完成新业务流程确立，而且与 IT 协作，完成十几个 Sales

系统改进的要素，大大改进了工作流程，成为 dispatch 最成功的例子之一；
■ 2011 年参与策划组织首届新聚思供应链业务知识大赛；
■ 2011-2015 年策划组织跨部门团队建设活动；
加拿大KBL顾问集团西安办事处       2006 年 8月—2008年4月 西安
Immigration Consulting, Specialist

整理准备移民申请资料，为其提交移民申请和安排商旅考察。组织和主持公司移民说明会。宣传公司项目，开拓发展客户。先后成功推送五批赴加考察团和通过多名留学签证申请。
■ 按照申请资料清单，收集和整理移民申请者的个人信息、资产状况及收入清况，理清资产积累过程，收入
    来源与明细。翻译相关资料用于项使馆递交移民申请。
■ 组织和主持公司邀请集团总部负责人及加拿大项目省官员参加的移民说明会，介绍移民项目，移民生活；就
参会者关心的问题跟与会官员进行沟通交流。
其他能力
办公 熟练操作office办公软件Word/Excel/PowerPoint
语言 专业英语八级
驾驶证C1
Cherie Cai
1984.9 15001008296 cherie-cai@live.cn
EDUCATION
Xi’an International Studies University          2002.9-2006.7 Xi’an Bachelor of International Politics
EXPERIENCE
SYNNEX Information Technologies Corporation (Fortune 500) 2008.5-Now BJ

Supervisor, Sales Operation

Led DMR&NAE sales Operation team providing excellent service to keep DMR&NAE sales business grow steadily year by year, expanding H/C from 5 to 9. 2010 Excellent Employee
· Process control to achieve effective and efficient operations & productivity (PAI, SLA, KPI);
· Strategic thinking - adapt to existing procedures as well as define and recommend improved procedures and corrective actions;
· The ability to manage through difficult customer escalations and demands;
· Recruitment, new-hire orientation, assignment, performance review.
Specialist, Vendor Claim Management

Took on business process of VCM Dept. competently; processing claims for 2 of 5 Top vendors and other over 200 vendors; Selected as monthly Excellent Employee for several times.
· Work out the point of sales reports for certain vendor promotion programs and figure out the total usage of rebates and make claiming from vendors accordingly;
· Analyze and solve vendor’s disagreements on claim by disputing discreetly with solid documents or making necessary pay back if proved to be wrong; coordinate with PM to fix the best way to cover the incurred loss
ADDITIONAL INFORMATION
· Three- months business trip to US headquarter in 2011, participated in discussion of new procedures for growing business.
· Initiated and organized First SYNNEX Supply Chain Knowledge Contest in2011
· Initiated and organized cross-department Team Building Activities in 2011-2013
KBL Consulting Group Xi’an Office     2006.8-2008.4 Xi’an
Specialist, Immigration Consulting
Collect materials and work out application documents for immigration applicants and arrange business visit to Canada for immigration candidates.
· Collect the information of the immigration candidate’s family, property and income, list out the course of their asset accumulation; submit immigration application for them.
· Organize and preside large immigration seminar held by Canadian government and the group company; be an interpreter in the seminar;
ADDITIONAL ABILITIES
· Skilled at Microsoft Office software such as Word, Excel and PPT
· Passed TEM8 in 2006
· Holding a C1 Driving License
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