	Personal Details
	 


	Resume number:
	 
	Updating date:
	 
	no photo

	Name:
	 
	Nationality:
	
	

	Current Place:
	Guangzhou
	Height/Weight:
	158 cm　 kg
	

	Marital Status:
	married
	Age:
	27 years
	


	Career Objective and Work experience


	Application type:
	01

	Preferred job title:
	Foreign Language Translator: Translator,Management Consultant 、 Trade: Sales Executive,Office Assistant 、 Advisory / Consultancy: Teaching Assistant

	Working life:
	4
	Title:
	No title

	Job type:
	Full time
	Expected Start date:
	In a day

	Expected salary:
	￥3,500--￥5,000
	Preferred working place:
	Guangzhou Panyu Foshan

	Work Experience :
	Company's name:

Guang Zhou Millenium Litho Ltd.Begin and end date: 2006-05-2010-05

Enterprise nature:

Sino-foreign joint venturesIndustry: Paper Making/Printing

Job Title:

Sales Executive 

Job description:

1. offer good and effective service to the clients daily ,and assist sales manager to development daily business.
2. In charge of daily inquiries,quotations,processing works after order confirmed.
3. preparing the packing details according to client instruction and following the production details according to client instruction and following the production schedule for client.
4. opening PO/Invoice and arranging payment and delivery to each of PO.
5. preparing materials for the manager before they are business trip.
6. report the error that occurred in daily work and settled the complaint.
7. making sales report base on monthly for manager and client. 

Reasons for leaving:

 




	Educational Background


	Name of School:
	Sun Yat University

	Highest Degree:
	Bachelor
	Date of Graduation:
	2006-07-01

	Name of Major 1:
	English
	Name of Major 2:
	 

	Education experience:
	Start date

End date

Education organization

Majors

Certificate

Certificate No

2002-09

2004-09

Information Management and Technology School at Sun Yat Sen University

--

 

 

2004-10

2006-10

School of Foreign Languge at Sun Yat University

English

 

 




	Language Ability


	Foreign Language:
	English
	Level:
	perfect

	Chinese level:
	perfect
	Cantonese Level:
	perfect


	Relevant skills and abilities


	 
	Language Ability:more than 4 years foreign working experience and have ability of writing and reading & speaking.

Relevant skills and abilities:
1. Good communication skills,strong,technical commercial sense.
2. Skilled at handling commercial correspondence.
3. Experienced users of PCs(Windows , Word & Excel and Outlook & Powerpoint).
4. Ability to work independently,mature and resourceful.
5. Working with people and has ability and desire to advance repidly.
6. Personal confidence and aggressiveness a must and strong ambition.


	Self-recommendation letter


	 
	 


	Address:
	 

	Work Tel:
	 
	Home Tel:
	 

	Mobile Phone:
	 
	msn/QQ:
	 

	Email:
	 
	Web/Blog:
	 


