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Mei Liu

(DNo. 45 An Hua St.", Pu Dong District, Shanghai, China
Personal | 159xxxx9940
Details | E-mail: Linda_Liu@ yaho. com. cn

Objective ; Position as a Manager Assistant@)

(®Graduate major in Business English, from Fu Dan University.
Qualifi - | Intern in IBM for three months. Expecting a position as a manag-
cations | er assistant which will allow me to apply my knowledge and con-

tribute my learning to your company.

Intern, IBM, October ~ December 2008(@)

4 * Worked in Public Relations Department, IBM. In charge of
Experience
receiving from and sending e-mails to customers, answering

phone calls and other routine business.

S 2FAMBRITFBI RN
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% Regarded as a quick learner. Received Excellent Intern
Award for outstanding performance.

Translator, International Teachers’ Conference, 4.5 ~4.10
2008

# Conducted English-Chinese translations of conference docu-

ments and person-to-person conversation for participants.

+ Provided consulting service for teachers.

President, Student Union of Fu Dan University, October
2007 ~ October 2008

* Managed and supervised 10 offices of Student Union.

In charge of all activities organized by Student Union.

*

* Supervised application of the budget.

* Conducted meetings.

®B. A. English Department, Fu Dan University, Sep. 2005 ~
Jun. 2009

Education | Major; Business English

Minor; Accounting

Completed all exams with 90 on average

Proficient in English, holder of the certificate of TEM - 8 and
BEC -3®

Skillful in computer management

Languages
and Skills

®Enclosed, please find the recommendation letter of Professor
References

Wang Dahai from Fu Dan University
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Yuhao Wu
Sex: Male® Marital Status: Single
Place of Birth: Nan Jing Date of Birth: June 19, 1983
Personal

Home Address:23 Shang Hua Road Jiang Ning District Nanjing
Tel; 138xxxx8840
E-mail; Wuyuhao@ soho. com

Details(D




Education| Computer Science , Nanjing University of Science and Technology
Educ-
Dates Qualification Subject Grade
ational-
Quali 2006 ~2009 Master of Science ~ Computer Science Top3
. 2002 ~2006 Bachelor of Science Computer Science Topl®
cations
Dates Company Post
Exper- | 2008 ~2009 Excellent Inc. Software engineer
jence@ | 2005 ~2006 ABC Digital Technology Co. ~ Engineer assistant as
an intern
Professor Su Yue
Nanjing University of Science and Technology
heferees@
Manager Liu Li
Excellent Inc.
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Zhenzhen Sun

Personal
" Details

(DNo. 5 Beijing Road, Guang Zhou, China
133xxxx5094
E-mail: Penny_Sun@ soho. com

Objective: Looking for a position as an Assistant Manager(2)

Qualifi-

cations

(3As a middleman between foreign sellers and domestic buyers, in
charge of three international projects ever with colleagues. With
five-year experience in business and trade field, to work as an
Assistant Manager, continue my personal development and apply

my experience in a better environment.

Work
Experienee]

Middleman, Edwards Brothers Company(@

As a middleman in business department, responsible for trades be-
tween foreign sellers and domestic buyers.

Completed three international projects with colleagues together.
Built and maintained strong relationship with key clients.

Honored as Excellent Employee.

Middleman, Xin Hua Group

Maintained positive client relations.

Expanded business by direct mail.

Sales Specialist, DB Foreign Trade Company

Responsible for sales in the Northeast area.

Worked there for one year, during which period the sales increased
by 10% .

Sales Specialist, Xin Yu Company

Worked as a salesgirl for 18 months, going from house to house to
sell products.

Established business ties with several companies.
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Back-
2004

@

X Education

g ! (®B. A. Foreign Business, Xia Men University, Sep. 2000 ~ Jun.
g ground

e, Skilled in computer management,, such as Word, Excel and so on. ®
N il Skills

Fluent in English speaking and writing.
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