PROFILE

A 1st Class Chinese Studies and Management graduate with internship experience in a Beijing based translation and editing company.I am committed to building a career that will allow me to utilise and further develop my linguistic, communication and business skills.

EDUCATION

Sept 2006 – June 2010: University of Sheffield 1st Class BA (Hons) Chinese Studies and Management – awarded Robert Sloss Prize for Outstanding Academic Performance at

Degree Levels 2 & 3

My degree has allowed me to develop a broad range of skills including:

A high standard of Mandarin Chinese spoken, written and translation skills, as well as an understanding of the current Chinese socio--‐cultural, political and economic environment.

An in-depth grasp of contemporary business disciplines through such as International Marketing, Business Strategy, Macroeconomics and Corporate Social Responsibility.

Teamwork, project management, verbal and written communication skills through group work, presentations and research projects.

The ability to solve problems and balance conflicting demands on my time through my role as a mentor for new students.

Sept 1998 – June 2005:

The Deepings School, Peterborough

A Levels: German(A), History (A), Music (A), Biology (B), General Studies (B) 

GCSEs: 10 A* to B grades, including English (A) and Maths (A)

Additional qualifications

HSK Intermediate Level Grade B

TEFL qualification

IT and Communication – Key Skills Level 3

WORK EXPERIENCE

July 2010 – present: Internship,English Trackers, Beijing, PRC

Involvement in various aspects of the business, including a significant level of responsibility in online marketing initiatives and management of website content; this demanded an ability to manage

multiple tasks and meet deadlines.

Carried out an analysis of competitor websites and made recommendations based on my

findings, many of which have been implemented.

Project management skills enhanced through my responsibility for the creation and management of the company blog and bilingual e-magazine.

Expansion of Mandarin vocabulary in fields such as commerce, law and environmental protection through

Experience gained in professional Chinese‐English and English‐Chinese translation.

Editing and proof reading of English and Chinese translations to ensure consistency of meaning.

August 2009: Receptionist, Leedsday Solicitors, Huntingdon

Greeting clients and working on the switchboard required an enthusiastic manner and professional communication skills.

Taking notes on a court hearing for the solicitor and barrister’s future reference required excellent note taking skills and an ability to re‐construct these notes into a concise and reliable format.

Jan 2008: Receptionist, Lambert Smith Hampton, Southampton

Audio typing experience in writing up documents such as Heads of Terms and Property Surveys.

Gained good experience of Microsoft Excel through processing the company’s postal records.

Jan – August 2006: Administration Assistant, Peterborough City Council Specialist Services

Gained extensive experience of Microsoft Word through typing and proofreading letters and court reports.

The sensitive nature of the work demanded a calm and professional attitude when dealing with parents or professionals.

Sept – Dec 2005: English Teacher at Jinyun Middle School,Zhejiang, PRC through GAP Activity

Projects

Planning and teaching English lessons to 14 classes of approximately 60 Chinese students aged 11--‐17 on a weekly basis.

An ability to think creatively was vital in order to come up with fun and interactive ways of teaching.

An invaluableexperience which increased my confidence, independence, communication and presentation skills, as well as requiring me to adapt to new cultures and environments.

KEY SKILLS

Languages:  I am proficient in written and spoken Mandarin to a 1st Class degree level, able to produce translations to a high standard and have a good knowledge of traditional characters.
I also have an A Level in German.

Communication: A proven ability in communicating with others. I have gained a high level of written communication skills through composing, editing and proofreading documents, both in professional and academic contexts. My work experience in dealing with clients face to face has allowed me to develop
Excellent verbal communication skills.

Teamwork: Valuable experience gained of working with and motivating team members both in the work place and in acting as project leader for an International Marketing research project at
university.

Flexibility of approach: Through my time spent working, studying and teaching in China, as well as my experience of temporary work, I have acquired the ability to adapt to different environments andlearn new procedures quickly. These skills have all been displayed in my recent internship position, as well as when I acted as co‐host for an event in the Sheffield Chinese New Year Gala.
INTERESTS
In addition to languages, I also have a keen interest in international relations and current affairs, particularly environmental affairs; this has led me to volunteer as a translator for China Dialogue. I have a strong interest

In music, playing the saxophone, clarinet and flute to grade 8 standard and am also a keen cook, taking inspiration from my travelling experiences.

My post as a University Mentor shows that I am not merely a passenger; I am willing to contribute my time and be active, not just in activities central to an organisation, but also peripheral activities.

REFERENCES Bridget Rooth – Director, English Trackers Co.Ltd Contact: bcr@englishtrackers.com/
+86 13401128420
