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英语个人工作简历范文 第一篇
Name: Mr. Tan Mingjie Nationality: China (Mainland)
Current Place: Guangzhou Height/Weight: 171 cm 79 kg
Marital Status: Single Age: 24 years
>Career Objective
Application type: Graduation Program
Preferred job title: Trade: business documentary 、 Trade: forgein trade assissant 、 Trade / Import-Export commissioner / Assistant:
Working life: 0 Title: No title
Job type: Intern Expected Start date: In a month Work experience
>Educational Background
Name of School: Guangdong college of industry and commerce
Highest Degree: Technical secondary school Date of Graduation: 20xx-07-01 Education experience: Start date End date Education organization Majors Certificate Certificate No
20xx-09 20xx-07 Guangdong college of industry and commerce international economy and trade computer certificate 222
>Language Ability
Foreign Language: English Level: excellent
Chinese level: good Cantonese Level: perfect
>Relevant skills and abilities
I major in international economy and trade ,I mainly study in the making of international business documentaty ;i familar to the every portion of the international am good at english listening, writing and speaking.
>Self-recommendation letter
I am active,optimistic,hardworking,have strongt eamwork spirit adn learning have ever attended holding of some big show,I know how to communicate with everyone.
英语个人工作简历范文 第二篇
Curriculum Vitae
Name:
Gender: Male
Race: Han
Date of Birth: May 28, 1977
Political Affiliation: Party Member
Address:International School, Xi’an Jiaotong University, Xi’an, Shaanxi, 710038
Telephone: (fixed telephone) (cellphone)
Hobbies:
Education:20_—20_ Taiyuan Senior School, Shanxi Province 20_---20_ Xi’an Jiaotong University, Shaanxi ProvinceMajor: Applied English
Language:Chinese and English (both fluent in Listening, speaking, reading and writing)
Main Courses:Intensive Reading, Extensive Reading, Spoken English, English listening, English Grammar, English Writing, Translation
Awards and Scholarships:20_“Excellent League member”, Jiaotong University;20_“National Inspirational Scholarship”, Jiaotong University Other Training:
Qualifications:
Professional Experience:20_ Tutor for a junior middle school student;
Seller of English Weekly 20_Member of aid education group at college
英语个人工作简历范文 第三篇
Name:______
Address:
Tel:
SUMMARYOFQUALIFICATIONS
O,__perience.
C:Lotus1-2-3,Ta__wareSystems,IBMPC,andMicrosoftword.
ProficientinSFrench.
Self-motivated;-
EDUCATION
UNIVERSITYOFVIRGINIA,Charlottesville,VA
UNIVERSITYOFMADRID
GraduateSchoolofSpanishLiterature,1982
UNIVERSITYOFRICHMOND,Richmond,VA
Bachelorofarts,arts,modernlanguages,
PROFESSIONALE__PERIENCE
20_-presentKENDALLMANAGEMENTGROUP,Richmond,VA
Controller
StaffAccountant
Prepareinpidual,corporate,.
1983-20_ASHLANDAUTHORITY,Ashland,VA
AssistantTerminalAgent
F\'squalifications.
英语个人工作简历范文 第四篇
个人信息
XXX
性别：女
年龄：48岁民族：汉族
工作经验：11年以上居住地：浙江杭州滨江区
身高：CM户口：
自我评价
为人正直善良，工作踏实努力，积极进取，做事标准高，学习能力强.国营大型外贸公司多年工作经历。外贸经验丰富。英语听说读写译沟通自如。出访世界许多国家。个人素养、工作经验、外语熟练程度都可谓优秀。
求职意向
希望岗位：贸易/内贸/外贸类-外销员
寻求职位：外贸业务员
希望工作地点：浙江台州
期望工资：/月到岗时间：随时到岗
工作目标/发展方向
国营大型外贸公司多年工作经历。此后在另一家公司已是外贸主管。外贸经验丰富。英语听说读写译沟通自如。出访世界许多国家。个人素养、工作经验、外语熟练程度都可谓优秀。学习能力强，不怕产品知识复杂。优秀的我期望找到优秀的产品，正直的老板。
在杭州很好的地点有独立的办公场所，希望在杭州工作。如能接受杭州办公，在我们彼此了解信任前的阶段，工资可以酌减。
工作经历
▌1987-11--20xx-02：省市机械进出口公司等
所属行业：贸易、商务、进出口(国有企业)
担任岗位：销售类-人员/业务员
职位名称：外贸业务员
职位描述：工作踏实努力。负责仪器仪表出口工作。大量出口电表到南美市场。国营大型外贸公司多年工作经历。此后在另一家公司已是外贸主管。外贸经验丰富。英语听说读写译沟通自如。出访世界许多国家。个人素养、工作经验、外语熟练程度都可谓优秀。学习能力强，不怕产品知识复杂。
在杭州有办公场所，希望在杭州工作，
教育经历
1988-07--1991-06天津财院夜大学外语类/外贸英语大专
技能专长
语言能力：英语：熟练;西班牙语：一般;中文普通话：熟练
计算机能力：中级
其它相关技能：
在大概九一的全国外销员统一考试中，全公司几百人参加考核，仅二人外贸英语和外贸实务二门都达到80分以上，我是其中之一。这个考试的含金量应该比现在的英语六级高。还自学了西班牙语。学习能力强，不怕产品知识复杂。愿意接触新的产品。
英语个人工作简历范文 第五篇
Fidel Michaels
60 W. 12th Street,
New York, NY 10011
212-229-5193
Title: MBA Finance with more than seven years of e__perience with handling of mutual funds and trading in primary market
Career Objective
Seeking a challenging and rewarding position with a financial service company engaged in managing mutual funds and other investments.
Skills Summary
Cognizant with all laws, regulations, and standard operating procedures related to the financial world
E__cellent integrity, interpersonal, and time management skills
Fine team player, diplomacy, organization, professional management, and diplomacy
Course work, internship, and relevant training in financial management
Computer Skills: Basic, Lotus 1 2 3, WordPerfect, d-Base III
Employment Highlights
Finance Manager with Secura Investments, New York, NY from 20_ till date, where the responsibilities involve:
Making arrangements for medium and long term finance for new companies and those established companies seeking to e__pand or persify their business
Managing the portfolios of retail clients
Advising investor clients with mutual funds
Assistant Finance Manager with InvestMart Investments Inc., New York, NY from 1998 to 20_, where the responsibilities involved:
Understanding the requirements of retail clients and advising them on the appropriate course of investment
Managing the portfolios of retail as well as major client investors
Some e__perience with dealings of the secondary market
Intern Finance Manager with Major Finance Corporation, New York, NY during 1997 - 98 where I learned all the fundamentals of regulations and operations of stock market and the interpersonal skills needed to deal with investors
Educational Qualifications
Bachelor in Business Administration from the New York University, NY in 1995
Master in Business Administration from the New York University, NY in 1997
Finance Course Work and Training:
Corporation Finance
Investment Strategies
Stock Market Fundamentals
英语个人工作简历范文 第六篇
个人信息
xxx
性别：女
民族：汉族
年龄：23
婚姻状况：未婚
户籍：江西
现所在地：江西
工作地点：江西
E-mail：
希望岗位：英语教师、英语翻译、英语外教、外语培训、外贸专员
寻求职位：英语教育相关行业、英语翻译、外贸业务员、业务跟单员
待遇要求：3000以上，要求提供住宿
教育经历
20xx-xx～20xx-07江西师范大学英语(国际金融)本科
20xx-01～20xx-01XX第二中学高中
主要课程
高等数学、国际金融、国际结算、保险学、证券投资分析与管理、财政学、市场营销学，基础会计，金融市场学，国际经济学，基础英语、高级英语、报刊选读、听力、阅读、口语、英语写作、翻译理论与实践。
实践经验
3、推销员(20xx-xx～20xx-xx)
实践内容：在大学校园里对电话卡，英语报纸等产品进行介绍及销售。
2、暑期工(20xx-07～20xx-08)
实践内容：在广东东莞一家模具厂做暑期工
1、图书管理员(20xx-03～20xx-03)
实践内容：在江西师范大学图书馆担任图书管理员，整理有关书籍及维护阅览室秩序。
语言能力
普通话：流利粤语：较差
英语水平：英语专业TEM-4TEM-6口语流利
英语：熟练日语：一般
求职意向
发展方向：从基础做起，通过自己的努力，有较好的晋升渠道
自我评价：为人开朗，具有上进心，责任心;有较强的毅力，做事细心谨慎;团队精神强，能承受较大的工作压力，自学能力较强，专业知识扎实。在未来的工作中，我将以充沛的精力，刻苦钻研的精神来努力工作，稳定地提升自己的工作能力，与公司同步发展.
兴趣爱好：看看书，听音乐，看看美剧。
特长：优秀的学习能力;细心稳重有毅力;合理的时间安排能力;丰富的想象力创造力;注重细节较强的洞察能力。
获奖奖励
专业三等奖学金20xx-xx-xx
其他证书
大学英语四级20xx-xx-01
大学英语六级20xx-xx-01
英语专业四级20xx-xx-01
普通话二甲20xx-xx-15
英语个人工作简历范文 第七篇
Basic information:
Name: Mr x x
Sex: Female National: Han
Height: 173cm
Account where: Hunan
Current: Guangzhou
Graduate institutions: National University of Defense Technology
Political landscape: the Chinese Communist party members
Highest level of education: college
Repair by a professional: pre-school education
Talent type: fresh graduates
Job search intention:
Job type: Full-time
Position: Computer types: systems development, software engineer: java senior programmers, vocational education / training / tutor: computer training
Hope Location: Guangzhou, Shenzhen
Wish to pay: Negotiable
Education and training experience:
1997-09 20_-07 National University of Defense Technology and Application of the National Computer自考
20_-03 20_-12 Guangdong University of Software Engineering Master of Engineering
20_-05 20_-05 Personnel Bureau of Guangdong Province and application of computer software designer certificate
20_-05 20_-05 Personnel Bureau of Guangdong Province and the computer application system sub-pision certificate
Experience to participate in social practice:
Company Name: Tianhe, Guangdong Polytechnic Normal University College of beginning and ending date :20_-08 ~ 20_-12
Company nature: institutions in their respective professions: education
Positions: Computer teacher
Company Name: Southern Airlines beginning and ending date :20_-08 ~ 20_-07
Company nature: state-owned enterprises Industry: Transportation
Positions: java senior developer
Company nature: wholly foreign-owned-owned sector: Footwear / leather goods / toys
Positions: Software Developer
Company Name: Huizhou City of Guangdong Province beginning and ending years of agricultural schools :20_-07 ~ 20_-07
Company nature: institutions in their respective professions: education
Positions: Computer teacher
Language Proficiency:
English familiar with the four
Putonghua proficiency
Proficient in Cantonese
Influx of language proficiency
Computer capability:
Familiar with the WINDOWS operating system, office software, office, Auto CAD drawing software mechanical engineering, HVAC Tianzheng, microcontroller assembly language, C language, by computer three-tier (web technologies).
Self-evaluation:
Intention to do one thing, there are bound to be harvested!
英语个人工作简历范文 第八篇
张小小
两年以上工作经验 | 女 | 25岁(1986年3月27日)
居住地：上海
电 话：138********(手机)
最近工作 [ 2年 ]
公 司：XX猎头有限公司
行 业：专业服务(咨询、人力资源、财会)
职 位：英文翻译最高学历
学 历：本科
专 业：英语
学 校：中国地质大学
自我评价
具有丰富的翻译工作经验，擅长使用Trados、SDLX、Logo port、Locstudio等翻译辅助工具，并且掌握一定的计算机知识。本人具有出色的学习能力和强烈的学习愿望，至今为止还保持着每日记背新单词的习惯。了解不同行业的翻译要求，工作严谨细致，认真踏实，能够高规格得完成工作。
求职意向
到岗时间： 一周以内
工作性质： 全职
希望行业： 专业服务(咨询、人力资源、财会)
目标地点： 上海
期望月薪： 面议/月
目标职能： 英文翻译
工作经验
20xx /8—至今：XX猎头有限公司 [ 2年]
所属行业：专业服务(咨询、人力资源、财会)
翻译部 英文翻译
1、负责翻译部的业务运作、项目安排、人手调配等;
英语个人工作简历范文 第九篇
Personal Information
Name:xx: Male Age:38
Education:xx
Mobile: 1381234567
Email：123456@
Mail Address: Room 402, No. 32, Lane 1133, Zhang Yang Road,
Pudong, Shanghai, PRC, 20_20
Work Experience
Jan 20_--Oct 20_. Zell Consulting Co. Ltd, Immigrated and lived in New Zealand. Responsible for trade fairs between New Zealand and PRC.
Aug . US based BEPEX (formerly US Branch of Hosokawa Group). My responsibilities continued coverage in Hosokawa Shanghai Rep Office with Sales consultancy and project management jobs on PRC.
- Be in charge of sales and marketing jobs for Bepex’s SSP technology (including equipment and engineering services). With sales size ranging from million to USD5 million, my clients mainly include Liaoyang Petrochemical Company of CNPC, Wuxi Taiji, Zhangjiagang Junma, Huzhou Unifull and Shanghai Wenlong.
- As project manager, I have been actively involved in the whole project execution process, including the initial technical presentation, technical and commercial contract signing, basic/detail engineering design, installation and process start up, coordination with US engineering department and PRC clients and local engineering company.
Sept 1997--Aug 20_. Hosokawa Shanghai Representative Office, Representative and Area sales manager
- As the founder of the rep office, I was mainly responsible for daily management and operation of the office.
- In terms of sales, I have been taking care of domestic marketing for Japan, Europe and US based subsidiaries, including, but not limited to,
German based ALPINE, for grinding, classifying and engineering facilities, whose customers scattered over the sectors of pharmaceutical, chemical and mining
US based Hosokawa BEPEX, a subsidiary engaged in SSP technology while its products are used for soft drink bottling and Industrial fiber. That business belongs to petrochemical, polymer and chemical fiber fields.
Jan 1996--Aug 1997, Sales Representative in Automation department with Barco (A Belgium based company) Shanghai Representative Office. My responsibilities included sales and marketing of the computerized monitoring system on textile and pharmaceutical sectors, and cleaner, sensor and electric controller used on textile equipments.
Sept 1990-- Aug 1993. No. 2 Textile Mill of Zibo City,Shandong Province. As the workshop technician, I was mainly responsible for daily operation, facility maintenance works. During that period of time, I have been substantially involved in installation and adjustment of a brand new production line.
Major skills
Rich experiences in sales and engineering project management
Managerial skills in operation of rep offices
Intimate sense in business
Education
Sept 1993--- , Dong Hua University(Formerly known as China Textile University, Master’s degree in Engineering obtained, research subject was using single chip computer to collect and monitor the signals from the process machine.
Sept 1987---Aug 1990. Qingdao University, in Textile Engineering
英语个人工作简历范文 第十篇
Name：Tom
Female, 22,
Education: college
Working lives: fresh graduates
Expected salary: 5000-8000 yuan
Working location: guangzhou - tianhe
Objective: nurse/nursing staff
Work experience (work for 11 months, do 2 job)
Keep on brain hospital
Working hours: between January 20xx and July 20xx [6 months]
Job title: nurse baiyun mountain
Working time: July to December 5 months
Job title: nurse
Education experience
Graduated in June 20xx Meizhou city health nursing vocational and technical school
英语个人工作简历范文 第十一篇
个人资料
姓 名：
性 别：女
出生年月：1988-10
民 族：汉族
最高学历：本科
现居住地：上海
工作年限：三年以上
求职意向
应聘类型：全职
应聘行业：教育/培训
期望月薪：面议
自我评价
极强的自学能力，高度的责任心，很强的可塑性，英语专业水平较高，热爱教学工作，诚实守信，与人为善，关心学生。不在遇到挫折时，坚信：天生我材必有用。只要有1%的希望，就要付出100%的努力。真诚地希望我的加入为贵单位带来可观的效益。
工作经历
XX-6至XX-12 xxxx辅导中心 英语教师
行业所属性质：教育机构
工作描述：
讲授人教版小学二年级英语，辅导学生完成暑假作业，认真检查。使后进生取得优异成绩，成绩有显著提高。得到领导和家长的认可。热忱工作，责任心强。
专业能力：
1.口齿伶俐，思维清晰，语速达标，中文表达能力强，普通话标准;
2.授课风格活泼生动，充满激情，具有较强的幽默感;有较宽广的知识面，旁征博引、激情飞扬，富有感染力;具有创新意识，富有朝气和活力;
3.谙熟英美文化，对学员英语的听、说、读、写能力的提升均有独到方法;
4.系统学习过口译课程，对全国口译考试有较为全面的\'了解;担任过教师或大型会议翻译;
5.有团队合作精神和组织协调能力，有敬业精神，能吃苦。
教育背景
XX-9至XX-7
学校名称：华东师范大学
专业名称：英语
取得学历：本科
英语个人工作简历范文 第十二篇
Name: xx sex: female
Date of birth :1986-04-12 nationality: han
Account is located: current wuhan: wuhan
Graduate institutions: the political landscape of hubei institute of economics: members
Highest level of education: undergraduate professional repair by: accounting (certified public accountant)
Personnel types: ordinary job graduation date :XX-06-24
>Job intentions
Job type: full-time or part-time
Position: cashier, accounting, accounting assistant, accounting clerk
Hope location: open
Wish to pay: negotiable
>Education and training experience
September XX to XX 6 school of economics, hubei institute of certified public accountants professional undergraduate
>Experience to participate in social practice
1,XX summer in a chain supermarket in yichang, cashiers do, i learned you have to down-to-earth, not great ambition but puny ability appears to be an unremarkable thing you need to do a good job it is to be treated carefully.
2,XX done in the winter vacation home, counseling students in a third language and english, his writing skills greatly improved ability to use language to enhance a level. also made me realize that teachers do is not easy, there must be analysis of problems and problem-solving abilities, but also flexible. but also my way of thinking has been tempered.
shennongjia 3,XX in the summer in the land and resources management accounting practice, a simple statement at the end of certificate, as well as the work of a serious and responsible work has been well led. understanding of the accounting system so accounts of the processes involved in accounting work for the forthcoming laid a foundation.
4,XX, in a pharmaceutical company is satisfied, is responsible for day-to-day collection and payment in cash and notes, custody, and the cost of claims, transfer, internal accounting transactions to section confirmed that the cash register in time.
>Received awards
XX, was named outstanding members;
july XX to obtain their qualification certificates;
september XX university certificate in english 4;
in october XX has been the practice of field grade summer title activists.
may XX assistant accountant examination is expected through the acquisition of titles of assistant accountant.
>Language proficiency
english: 4 passed, to carry out simple day-to-day communication, and translation have heard that the ability to read and write. accounting learned english, understanding of the accounting terminology in english.
mandarin: standard mandarin, calligraphy-loving, have good copy writing skills.
computer capacity proficiency in word, excel, powerpoint and other office software, financial software, such as ufida programming language. and e-commerce, and effective use of these resources.
>Self-evaluation
features: a solid professional knowledge, analytical decision-making, management capacity and ability to accept new things; good at analysis and dialectical thinking, a strong organization and coordination capacity; skills, flexibility, good at analysis, the concept of a modern financial management.
self-evaluation: i am careful and meticulous work, with a high sense of responsibility, be good at dealing with interpersonal relationships, being in harmony with the spirit of teamwork, strong analytical and problem-solving skills, quick to accept new things, work to adapt quickly to high-energy initiative various work environment.
英语个人工作简历范文 第十三篇
>个人信息
性 别： 女
民 族： 汉族 年 龄： 27
婚姻状况： 未婚 专业名称： 英语
主修专业： 外语类 政治面貌： 团员
毕业院校： 福州师范学院 毕业时间： 20xx年7 月
最高学历： 本科 电脑水平： 精通
工作经验： 三年以上 身 高： 156 cm 体重：46公斤
现所在地： 新罗区 户 籍： 新罗区
>求职意向
期望从事职业： 课程顾问 期望薪水： 4000-5000
期望工作地区： 新罗区 期望工作性质： 全职
最快到岗时间： 随时到岗 需提供住房： 不需要
>教育/培训
教育背景：
学校名称： 泉州师范学院 ( 20xx年9月 - 20xx年7月 )
专业名称： 经贸英语 学历： 本科
所 在 地： 泉州 证书：
培训经历：
>工作经验
公司名称： 百分教育 ( 20xx年4月 - 20xx年7月 )
所属行业： 教育·培训·科研·院校 公司性质： 私营.民营企业
公司规模： 50～200人 工作地点： 龙腾路
职位名称： 咨询学管
工作描述： 负责招生和学生管理工作
公司名称： 新华精诚教育 ( 20xx年9月 - 20xx年4月 )
所属行业： 教育·培训·科研·院校 公司性质： 国有企业
公司规模： 10～50人 工作地点： 新华书店六楼
职位名称： 市场销售部主管
工作描述： 负责市场宣传和销售部门管理工作
公司名称： 家美教育 ( 20xx年7月 - 20xx年9月 )
所属行业： 教育·培训·科研·院校 公司性质： 私营.民营企业
公司规模： 10～50人 工作地点： 新华区九一北路
职位名称： 英语教师
工作描述： 担任初中英语教师，一对一辅导，小班
>自我评价
自我评价： 本人工作细心负责，熟练掌握英语和销售技能
>语言能力
语种名称 掌握程度
英语 良好
普通话 良好
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James V. Archenemy
2447 Rockford Mountain Lane
Durham, NC 27713
Phone – 234-593-3290
Email id –
OBJECTIVE
Human Resources and Office Specialist
RELOCATE
OBJECTIVE
To secure responsible position that will challenge my abilities allowing me to fully utilize my problem solving, organizational, customer service and communication skills.
PROFILE
Well qualified Professional. Experienced in fast paced environments that depend on efficiency and accuracy. Exceptionally competent. Self-starter with strong Human Resources background. Recipient of American Bankers Association coveted Outstanding World-Class Customer Service Award.
WORK HISTORY
Bank of America, MidAtlantic Consumer Bank, Personnel
January 20_ - Present
Responsibilities include but not limited to employee relations, benefits, payroll Specialist, database management, ensuring compliance of all legal and government reporting and policies for the pisions
Participate in recruitment efforts for exempt and non-exempt positions; schedule interviews, coordinate temporary staffing for the pision
Serve as the point of contact for all personnel employee matters and provide guidance to associates
Coordinate and monitor leaves of absences in designated markets in the pision
Ensure compliance and consistency of company policies, procedures and best practices
Track reviews and handle performance management issues with managers and associates
Salary Specialist that includes merit increase, salary adjustment and changes, transfers, leave of absence, etc.
Participate in recruitment effort for exempt and non-exempt personnel; coordinate advertisements and position postings;
Monitor personnel hiring and terminations and ensure accuracy of data input and systems access for associates
Prepares and compile data for staffing and persity related reports and distribute to management
Maintains employee confidence and protects operations by maintaining personnel data confidential and accurate
Communicates with executives and line management to gather and convey relevant information to associates
Washington Hospital Center, Recruitment & Employment, Human Resources
February 20_ - January 20_
Provided direct support for recruitment in a 6,000 employee healthcare organization that include recruitment efforts
Processed over 100 new hires on a monthly basis that include assigning employee numbers, scheduling pre-employment physicals, background and reference checks, verification of education and credentials/licensures
Ensured that the employment process is in compliance with hospital philosophy, policies and procedures and Federal and District of Columbia laws and coordinates and facilitates new hire orientation
Recruit candidates for various department positions and ensure that the application process meets standards
Duties included maintaining long-term customer relationships and act as primary liaison between employees and outside vendors
Verified identification and the authorization to work in the United States for new employees, requisition employees, and rehires
Screened resumes and applications and conduct preliminary interviews for entry-level and nursing positions to identify qualified applicants
Generated monthly queries for management review; administer HR tracking system for new hires and terminations
Coordinated and participate in job fairs/open houses and maintain calendar for upcoming events
American Bankers Association (1995-20_), Administrative Manager, Membership
February 20_ -November 20_
Managed the administrative processes that include supervising support staff, compose correspondence, departmental calendars, office supplies, expenditures, and technical support and vendor relations
Managed departmental $3M budget; forecast changes and monitor all monthly expenses
Managed logistics for executive committee meetings that include but not limited to facility, attendees, agendas and travel arrangements and attendees for events
Developed and coordinated members and nonmembers membership invoice mailings and track payments for membership dues
Ensure adequate phone coverage for the department
Sr. Human Resources Partner
November 1995 -January 20_
Assisted the Association of 500 employees with staffing and recruitment processes; administered pre-employment test, screened resumes, scheduled interviews, employment verifications, completed background and reference checks Processed personnel actions that included salary adjustments, merit increases, transfers, leave of absence, pension Calculations, metro check deductions and benefits programs
Coordinated new employee orientation and ensure that new hires paperwork is completed accurately
Updated the vacancy announcements, bulletin board, ABA web pages, job line and external web sites
Composed and submitted job ads to various recruitment sources and tracked monthly advertisement expenses
Managed the internal temporary staffing pool and youth employment programs for various internship positions
Scheduled and interviewed candidates for administrative positions
Formulated and assembled personnel policies and procedures to various department in the Association
Scheduled and coordinated blood drives and influenza shot programs for the Association
MCI Telecommunications Corporation (1987-1995), Accounts Payable Analyst, Marketing Analysis
October 1994 -August 1995
Researched financial reports on the Accounts Payable database system Processed invoices and reconciled accounts
Maintained overdue invoice reports, discrepancy ledger accounts and tracked purchase orders
Developed and maintained a filing system to track invoices more effectively and managed accounting related projects
Executive Secretary/Administrative Assistant, Marketing
August 1987 -September 1994
Assisted the Director of Marketing with the daily operations of the department and provided administrative support to Director and staff that include composing correspondence, office supplies, travel arrangements, technical support and vendor relations
Coordinated logistics for executive committee meetings, calendars and travel arrangements
Tracked departmental expenditures that include but not limited to purchase order management, petty cash and vendor payments
Maintained specialized database system on workstation occupancy
Supervised temporary employees on special projects and provided administrative and project management support to department
National Coalition, Receptionist/Word Processor
December 1986-August 1987
Provided receptionist and word processing support to staff
Typed correspondence and developed presentations, travel arrangements, meeting planning and coordinate fundraising events
Performed clerical duties assigned that included distributing mail, filing, faxing and Xeroxing
Georgetown University Hospital, File Clerk, Medical Records
January 1985-December 1986
Retrieved medical records requested by physicians and filed lab work in patients records
Transcribed physicians diagnosis on patients care by using a Dictaphone
Performed duties assigned by Office Manager
EDUCATION
Thomson Education Direct
May 20_ - Present
Human Resources Management
American University
January - June 1997
Society for Human Resources Management - Certificate Program -May 1997 Management Practices, Selection & Placement, Training & Development, Health/Safety & Security, Employee & Labor Relations, Compensation & Benefits
Strayer Business College
January 1992 -December 1992
Business Specialist
TRAINING & DEVELOPMENT
Basic Supervision, Business Writing, Dale Carnegie-Effective Speaking & Human Relations, Time Management, Speed-Reading, Stress Management, Myers Briggs, Interviewing People, Management Skills, Project Management, Medical Terminology, Telemarketing, CPR Certification, SHRM -Professional Membership
COMPUTER SKILLS
Microsoft Suite, Outlook, Word, Excel, PowerPoint, Access, Publisher, WordPerfect , Lotus Notes, HTML/Web Site Design, HRIS Systems, Database Management Systems, PDS/_
Professional References Available Upon Request
RICHARD ANDERSON,
1234, West 67 Street,
Carlisle, MA 01741,
(123)-456 7890.
Also see: HR Specialist Resume
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Annie Smith
69 N. Grant Street, Mid Lake City, California 84301
Cell :( 988) 598-1331
Email: 500shu
Career Objectives:To gain the position of a Customer Service Billing _ petencies:
Good knoplex billing tasks
Excellent analytical and problem solving skills
Proficient in computer applications like Excel, Word and Outlook
Excellent interpersonal and communication skills
Ability to handle multiple tasks and meet deadlines
Proficient in handling tasks independently as University of California in the year 20xx
Work History:
Organization: CF Engineering Groups, California
Duration: March 20xx till date
Designation: Customer Service Billing _
Responsible for processing the organization billing through a e billing logs
Revieer
Performs filing duties in accordance er Service Billing Head
Lopez Associates Co Inc, California
Cell: 123-589-3655
Email: 500shu
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Name:
Nationality: China
Current residence: Jieyang China: Han
Domicile: Jieyang stature: 168 cm kg
Marital status: Single Age: 23
Job search intention and puter Applications
Language skills
Foreign Languages: Fluent in English
Mandarin level: good Cantonese: Good
Self-evaluation
One, a man duty, practical, respect the lamunication, learning and compressive strength;
3, optimistic, cheerful, likes teamicile: Guangzhou stature: 160 cm kg
Marital status: Single Age: 26
Job search intention and pany Name: Guangzhou Garment Co., Ltd.
Beginning and ending date :20xx-09 ~ 20xx-05
Company Type: Private Industry: Trading / Import & Export
Ren Position: business ing and outgoing mail, confirm the order details.
--- Neic and Trade School
Highest Level of Education: College
Graduation date :20xx -07-01
By Major: Business English
Self-evaluation
I am confident and optimistic, have the right and upicile: Guangzhou stature: 158 cm 43 kg
Job search intention and pany Name: International Trade Group Co., Ltd.
Beginning and ending date :20xx-07 ~ 20xx-06
Company Type: Private Enterprise Industry: Trading / Import & Export
Positions: Foreign vouching
Job Description: 1. Import business operations: including opening letters of credit, bills of lading feeding, acquiring banks, helping cargo, customs clearance, delivery and other arrangements;
2. Export business operations: including the audit letter, inspection, customs declaration card making, and negotiation document production (contracts, invoices, packing lists, etc.), and check the bill of lading shipping companies, buy insurance, handling certificate, consular certification, bank pay slips, check payment and other related matters, has made CCIB and CCPIT certificate of origin to apply for qualification;
3 Auxiliary business unit produced all relevant documents and other matters relating to the y and Trade
Self introduction
I calm personality, quiet, shy and friendly, honest and humble, motivated, hard-working, serious and responsible, learning capacity, adaptability, responsibility, discipline, proficiency in English listening, speaking, reading and writing skills, proficient L / C, D / P, T / T and other import and export operation under the settlement process, document production, with good practical operation skills, I believe that many years of practical experience in import and export capable of performing related work.
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国籍： 中国
目前所在地： 上海 民族： 汉族
户口所在地： 浙江 身材： 162 cm48 kg
婚姻状况： 未婚 年龄： 21 岁
求职意向及工作经历
人才类型： 应届生
应聘职位： 英语翻译：笔译&随身翻等、其它类：英语家教、文案策划/资料编写：软文写作等
工作年限： 0 职称： 无职称
求职类型： 兼职 可到职-
本文档由028GTXX.CN范文网提供，海量范文请访问 https://www.028gtxx.cn
