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个人基本简历　　
姓名： 国籍： 无照片
目前所在地： 民族：
户口所在地： 身材：
婚姻状况： 年龄：
培训认证： 诚信徽章：
　求职意向及工作经历
人才类型： 普通求职
应聘职位： 贸易类:外贸跟单 　 船务 业务助理、销售 　 跟单员
工作年限： 2 职称：
求职类型： 全职 可到职-
月薪要求： 1500--20_ 希望工作地区：
个人工作经历： 20_年暑假 湖北荆门涂料公司 业务员
20_年寒假 广西桂林阳朔吉米西餐厅 英文服务员
20_.7-20_.6 广西桂林艺术画廊 英文销售讲解员
20_.8-20_.10 广州金世界贸易有限公司 外贸跟单
主要负责在网上搜索产品生产厂家并寻价，找寻的供应商，带国外客户访问工厂、批发市场，跟进客户订单，主导完成与客户的整个交易过程,的制作外贸单据，检验货物，付款，安排货物运输等
　教育背景
毕业院校： 湖北荆门职业技术学院
学历： 大专 毕业- 20_-07-01
所学专业一： 商务英语 所学专业二：
受教育培训经历： 1996.9-1999.7 广西桂平西山一中
1999.9-20_.7 广西桂平市一中
20_.9-20_.7 湖北荆门职业技术学院 商务英语 大学英语四级
　语言能力
外语： 英语　良好
国语水平： 良好 粤语水平： 良好
　工作能力及其他专长
英语优听说读写流利；熟练操作电脑和各种办公设备，能和外商沟通，有较强的沟通能力，吃苦耐劳，积极上进，具有良好的职业道德素质。英语优秀，
　详细个人自传
本人性格开朗，热情大方，在外贸公司工作过一年增添了不少工作经验，做事细心，能吃苦耐劳，具有良好的职业素质；诚实、勤奋、乐观、乐于助人、合作、主动、具有较强的责任感，良好的沟通能力，能合理有效地安排时间，喜欢挑战性的工作，愿意承受工作压力。
English Resume: English Resume
Personal Data
Name: Angela
Gender: Female
Date of Birth: 10th June, 1983
Mobile: 13728023863
Email: qi_xiaomin@yahoo.com.cn
Education:
20_.9-20_.7 Hubei Jingmen Technoligy College
1999.9-20_.7 Guiping No.1 High School
Experince:
20_.8-20_.8 Guilin Art Gallery English sales
Work description:
explain the sences of the art painting for the foreign travellers .
Computer data processing, paper work handling, contact my superior and other executives of some of departments and sending messages etc
20_.9-20_.10 Golden Trading CO .,LTD
Trade assistant
Work description:
Took charge of merchandising and exporting.
• Dealing with customer’s daily email, inquiry, order information
etc.
• Communicate directly with foreign customers, preparing production
• Negotiating with supplier and contacting with forward to arragne
shipment.
• Taking charge of daily executive work in office.
▲ Create and maintain customer master data
▲ Recall and coordinate the follow-up of customer complaints
▲ File sales relative documents
• Communication point between customers and supply chain
▲ Ensure timely delivery for the customers
▲ Tracing related custom document
• Communication point between customers and financial department
▲ Ensure on-time invoice mailing
Profile Requirement:
• Good command of written and spoken English , Mandarin and cantonese
• Experience in assistance field or logistic service
dealing with proforma invoice, packing list for order.
Languages: Mandarin, Cantonese, English
Personal Skill: MS word, excel, fluent in English.
Personal traits:
Honest, diligent, optimistic, cheerful, helpful, cooperative, initiative, and having high sense of responsibility and good communication ability, can organize time efficiently, like challenging work and willing to work under pressure.
In one year as merchandiser at Trading Company, I had have excellent opportunity to exercise and learn .what I believe is my real forte:
No pains no gains .
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