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BAITONG
佰通
Manager Assistant
Skills

Hobbies




2021-Present
Kingsoft


Manager  Assistant
1、Personnel file management
2、Registration Fee Statistics Sheet
3、Business department coordinate affairs




2020-2021
Baidu

2019-2020
Bytedance


Department  assistant
1、Register and distribute all kinds of documents, letters, mail ,fax.
2、Resume collection and screening
3、Daily store infrastructure inspection 




Project  management
1、write the project application form and 10 patent certificates
2、coordinate and solve the problems in the project
3、organize regular progress review meetings
4、output the stage review conclusion;







Cycle

Photo

Ball
Music

Word

Powerpoint

Excel


Illustrator

Xmind

Photoshop



                                 

            

  Phone：
150-0000-0000
Email：
wps@wps.cn
Wechat：
DOCER_WPS
Address：
Fifthfloor,Jinshan Software Park
2018-2021
Master of Arts
Zhejiang University
2014-2018
Bachelor of Arts
Peking University
2014-2018
Bachelor of English
Peking University



Contact

Education


Language





English 

Chinese 

Japanese

Cantonese
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