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Job intention : Foreign trade clerk
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Mar. 2012 - Jun. 2016	        
Xiong Mao University             International Economy and Trade





Work Experience


Jul. 2016 - Present	           
Xiong Mao FOREIGN TRADE CO., LTD.       Foreign trade clerk
· Through FB, INS, Google, LinkedIn, mainstream social software development potential clients such as Whatsapp, dynamic and timely communication of customer concern every day.
· Check the mailbox every day, after receiving the customer inquiry, use the contact information left by the customer to identify the customer's identity, and then quote and reply.
· Understand the actual purchase needs of the intended customers, and introduce the company, product information, and inquiries from the customers for quotation, and answer the main parts within the warranty period.
· After customers place orders, follow up the production situation of orders, and collect balance payment, responsible for contacting shipping, air transportation and international express companies for delivery, and timely send bills of lading, invoices and packing lists to customers.
· After receiving the goods, the customer inquired about the sales situation of the goods and after-sales problems (such as oil leakage, broken shaft, impeller wear), and made professional analysis, judgment and maintenance of the machine, and fed back the situation to the company.
· Using the free B2B platform (global sources, EC21, Tradekey, tradeindia, asianproduct etc.) released product promotion, in order to improve the company's recognition.



Information



· Age:25
· Gender:male
· Birthday:03/12/1997
· Location: Shang Hai
· Hobby:play football
· TEL: 123-456-7890
· Mail: info@xxx.com













Skills 



· Spanish B2 is fluent in listening, speaking, reading and writing, and can communicate freely with its customers.
· English (CET-6) Good listening, speaking, reading and writing

· 












Self-evaluation



· Three years of foreign trade salesman experience, and be familiar with export business process, good at customer information maintenance, with excellent English skills, familiar with Alibaba and other foreign trade platform operation, twice a year of professional industry exhibitions, so I have accumulated rich experience in exhibitions.
· Interest in the foreign trade industry, and hope to devote myself to the foreign trade industry for a long time. With good learning ability and rich foreign trade working experience, I can quickly adapt to foreign trade work in other industries, and bring benefits to the company in a short time.
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