	
	service@173jl.COM


	
	NAME
	(+86) 123456


	
	Administrator / Assistant
	No.123. lane.26,Qiaobu Road


	
	Qiaobu District, XXXXX


	skills & Certifications
	Expert in MS office word, ppt, excel


	
	Familiar with Adobe Acrobat, Photoshop 


	
	CET-6 (Excellent)


	
	Chinese Madrine evel test (Top Grade)


	experience
	Maryland Centre


	
	Market Research Intern
	7/2011 to


	
	Carried out desk research independently and assisted Project Specialist to write Market Intelligence report
	present


	
	Made cold calls when necessary to collect information as well as to set up meetings for clients
	


	
	Logistics support to ongoing business and governmental projects and activities
	


	
	Provided translation support to project team on bidding document and company files
	


	
	KFC(Kentucky Fried Chicken) Restaurant (Hongqiao Branch)


	
	Trainee
	1/2012 to


	
	Took charge of daily cash flow and expenditure of the restaurant
	9/2012


	
	Won"The Best Waitress Prize"for good service and fluent English
	


	
	Put the knowledge of accounting into practice
	


	
	Acquired the whole operation process of the restaurant
	


	education
	JOB University 


	
	Business Management  in Mangement School
	9/2010 to


	
	Bachorlar Degree
	7/2014


	
	Deutch in Language School
	9/2011


	
	Jobtown Education Center


	
	ERP Training Program
	class of


	
	Program Trainee, take charge of team operation
	2011


	scholarships
	Scholarship For Excellent in Study


	& awards
	Awarded to Top 5% students
	August 2008


	
	Goodwill Leadership  Award


	
	Awarded to Top 1% student leaders
	September 2009


