
中文简历

个人信息

姓名：XXX             　　 　  性別：女            　 出生年月日：1987.9.16

出生地：广东　　         　　  民族：汉族　　    　　 婚姻状况：未婚                 
身高：161cm        　　        体重：48kg    　       学历：本科
专 业：市场营销        　  　  现居地：佛山市南海区   身份证号：43022519870916XXXX
联系方式

手机：136XXXXXXX           　  邮址：XXXXXX@163.com 

教育背景

2011/9-2015/7 ：    海南大学       日语（专业）    本科
工作经历

2011年3月---2013年10月　　  AAAAA有限公司           营业担当

公司性质

规模：

工作内容

1.协助营业课长开发海外客户，例如与德国客户用英语邮件往来，并接待来访监查；

2.订单管理，纳期跟进;

3.营业销售资料作成；各种文件的管理存档；

4.客户关系维护，定期客户拜访，出差报告作成；
5.翻译日语邮件及资料；

2014年1月---2015年1月　　   BBBBBB有限公司          采购兼营业担当

公司性质

规模：

工作内容

营业

1.订单管理；确认产品的价格，数量，包装方式和运输方式等；

2.销售合同输入，合同修改；然后，请求各部门上司的评审通过；

3.制作生产计划，为按期交货，跟进生产进步及催交货；

4.生产实绩统计；销售数据的统计及分析；

5.客户有任何的疑问或者要求，尽快回答，回复；

采购

6.采购钢材原材，做采购合同，采购入库；    

7.月末，收到发票后，做采购结算； 
8.在库率控制；出入库申请的资料作成；

9.上司交代的其他工作。

资格证书

日语国际能力测试1级                

大学英语6级

全国计算机等级二级

海南大学学士学位（全日制）

J．TEST 准B级

自我介绍

本人善于沟通，为人踏实友善。相信英语和日语作为工作语言，没有很大的问题。计算机水平虽然达不到专业水平，我想不会对工作带来不便。

至今已有4年营业工作经验。对营业的大概内容及流程都比较了解；采购的工作虽然少，也接触过。除此之外，工作责任感强，若是自己的责任范围，总是尽量做到完美。

希望找能发挥自己工作经验和语言优势的工作。如果有幸得到此工作机会，会更加努力，请多多关照！

Resume

Basic Info

Name :XXXX Jiang            Sex: Female               Date of Birth : 19 00-9-16 

Birthplace:Guang Dong         National:Han           Marital Status :Single
Residence :Fo-shan            Height:161cm          Weight: 48kg   

Major: Marketing            Education:Bachelor       ID NO.:
Contact

Mobile Phone: 1XXXXX           Email: XXXXX@163.com

Education

2011/9-2015/7    Hainan University    Japanese   Bachelor   
Working Experience

Mar 2011 --- Oct 2013       Fo-shan Fushi Clutch Co., Ltd (100% supply to honda)      Sales

       1.Helped the sales manager to develop foreign customers. 

        For example, keep in touch with the German customers in English through email, and accept the Audi;

2.Managed the order, and follow up the date of delivery;

3. Make the sales data and manage kinds of files;

       4.Visited the old customers regularly, maintain the relationship with customers, and the business report in Japanese;

       5.Translated the Japanese email and files;

       6.EPS system’s management , two-dimension code delivery’s management;

       7.In order to let the supervisor know the business clearly, report to the supervisor positively, rather than waiting for be asked. 

       8.Information collecting ,try best to answer costumers’ question as soon as possible.

       9.Give my own opinion for reference if there were any complain from the customers or any abnormal status occur
Jun 2014 --- Jun 2015      Foshan Sanshui Baosteel Steel Part Co., Ltd         Sales and Buyer

Sales

1. Order’s management; Check the price ,amount, packing mode and means of transport whether right or wrong.;

2.Input the sales contract to the System, and modified the contract if necessary; then ask the superior of each department to review it;

3.Make producing plan. In order to deliver the goods in time ,following up the production progress and 

urging the delivery;

4.Statistic the actual production; statistic and analyst the sales data;

5.Give the response as soon as possible if there are any questions or request from the customers;.
Buyer
6.Give orders to suppliers, make the purchase contracts; Put in the detail information of enter warehouse;

7.At the end of the month, after reviewing the invoice ,make settlement with suppliers in the system which is like ERP system

8.Control the rate of raw material and finished product in stock, make application material about in-out stock;

9.Other jobs assigned by superior.  

Certificates

College English Test band 6                            

National Computer grade 2  

Japanese Language Proficiency Test Level 1  

Bachelor degree of Hainan University  (Full Time)
J.TEST B Level
Self  Description


I consider I am a person who honest and friendly to others.

I believe that there won’t be too much difficult if English and Japanese as be my working languages.

Computer level can not be compared with the major one, but I suppose that it won’t be inconvenient in the job. 

Up to now, I have had 4 years experiments in sales, so I regard I understand the main task and process of sales better. Although my purchasing experiment is not rich, I have involved it before.

Besides, I always take responsible for what I’ve done. If that were my job responsibilities, I would try my best to make it perfect.

I hope I can find a job which can make full use of my experiments and language advantage. If I’m lucky enough to get the working chance, I will work harder. Thank you for your attention.

