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RESUME


	Education


	20XX.0 - 20XX.0 
Zhengzhou Institute of Aeronautics Industry Management English Major
Major course
Comprehensive English, English writing, English listening, English translation, business English translation, business English, business correspondence, accounting, marketing, economic law, computer application, French etc.

	Work


	20XX.0 - 20XX.0 
Henan XX science and technology network company practice English Web Editor
· Responsible for the operation and promotion of related sites, collecting the latest information website;
· The specified network news translation, to select data, typesetting and image processing;
· The English website content update;
· The network channel building maintenance, including QQ, micro-blog, watercress and other space
20XX.0 - 20XX.0 
Zhengzhou XX Culture Company Administrative Assistant
· The answer phone calls, customer visits;
· The office of the company responsible for daily documentation, receiving and sending letters, fax, e-mail, meeting arrangement and meeting records;
· Responsible for soft advertising delivery, customer communication work

	Skill


	· And through professional English four, eight levels of tests; skilled in listening, speaking, reading and writing; for general business letters and information to use some knowledge of translation;
· Through the National Computer Rank Examination, good at various Internet information exchange by Internet, has a certain website construction and planning experience; familiar with Windows on the platform of all kinds of application software, such as Word, Excel2013 and Photoshop CS3 2013

	It’s me


	· I am an English major graduates, have a good command of english;
· It has a certain practical experience for English translation, business letter, good at learning and enterprising;
· Familiar with the network editing process, understand the basic office;
· Personality, cheerful, easy to get along, have a sense of responsibility, strong sense of honor
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