英文简历表格范文
RESUME
KellyWang
Sex:FemaleBorn:Oct.18,1982
English:TEM8Computer:Level-3
NantongUniversityMajor:English
Mob:013055686022Graduated:July,2004
kellylighting@sohu.comExcellentHealth
EDUCATION
2000.9----2004.7EnglishMajorinNantongUniversity
VicepresidentofStudentunion,
VicepresidentofSingingAssociationofForeignLanguageDepartment
LANGUAGELEVEL
GoodcommandofEnglish,effectivewrittenandoralcommunication
AWARD
TEM8----Band8certificate,
BECvantage-----BusinessEnglishofCambridge
AwardintheoralEnglishcompetitioninNantongUniversity.
COMPUTERLEVEL
ProficientintheoperationofExcel,Wordandsuchkindofofficesoftwareeffectively
WORKINGEXPERIENCE
Sept2003—Feb,2004JiangsuProvincialPublishingHouse
Jobtitle:Interpreter(parttimeJob)
Mar2004—Oct,2005ZheJiangYongkangVehicleCO.,LTD
Jobtitle:SeniorMerchandiser
Responsibleforexploringexportmarket,handlingthewholeprojectofexportingminimotorcycles,Establishinggoodbusinessrelationshipwithmyforeigncustomersbye-business,CantonFairandotherchannels
Handleshippingdocumentsandtaxrefundofallordersinexportdepartment
Contractedwith2newclientssuccessfullyafterCantonFairinOctober
SKILLOFWORK
Handlingexportorderwithprofitandlong-termdevelopmentorientation
Specificgoaltosignthecontractinmymindbyflexiblemethod
Canmasterknowledgenecessaryforthepositionintheshortesttime
1.5years’experiencetodobusinesswithmanykindsofpeople,communicatewithforeignclientsdirectly
Handlingcomplicatedrelationshipduringbusinesswithmarketorientation
FluentspokenandwrittenEnglish
Nofearofdifficultiesandpainstaking
Gladtotravelfrequentlyaccordingtorequirement
Gladtocommitmyselftoafull-timeteamplayer
Enthusiasm,goodcommunicationskill
Skilledinarrangingexportorderwithexcellentsenseofprojectmanagement
Accuracyinhandlingdetails,organizedwork-habits
Energeticinstudyingandworking,andstrongsenseofresponsibility
Highly-motivatedandreliablepersonwithexcellenthealthandpleasantpersonality.
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