PERSONAL INFORMATION

Gender: Female Availability: Immediately

Nationality: Chinese (UK Indefinite leave) Location: Eligibility to work in UK

PERSONAL STATEMENT

I am a SOAS Master’s graduate and with a Bachelor’s degree from UCL. I am seeking an entry-level position in

marketing. I have the ability both to lead and to work in a team, these skills have been developed through past work experiences, volunteering and society activities. I am also native in both English and Mandarin Chinese.

EDUCATION AND QUALIFICATIONS

School of Oriental and African Studies Sept 08- Sept 10

MSc International Management in China, Merit

Courses: Management in China, International Management, International Marketing

Dissertation: Chinese State Owned Enterprise Reform in the Tourism Industry

University College London Sept 06- Jun 09

BSc (Econ) Economics and Geography, Second Class Honors

Courses: Microeconomics, Macroeconomics, Regional Development, Cities and Modernity

London School of Economics & Peking University Summer School Jul 08

The New World Order: America, Asia and Europe, grade A

Francis Holland School, London Sept 98- Jun 05

A level: Mathematics A, Geography A, Economics B 2005

GCSE: Ten (A*-B), including Mathematics A*, Double Science AA, English B 2003

RELEVANT WORK EXPERIENCE AND INTERNSHIPS

Corporate Marketing and Communication Intern Jul- Aug 07

Sino-US MetLife Insurance Company, Oriental Plaza, Beijing

• Acquired strong organizational skills from administrative responsibilities. Filed and sorted product request

forms and updated information using Excel on company database. Also used initiative to correct English

PowerPoint presentation used in senior management meeting.

• Liaised with media contacts and sent company materials to promote company profile.

• Assisted in market research campaign, collected, sorted data and updated information on database.

• Translated internal Chinese news booklets and external documents to establish better communication with

Chinese partner companies.

Office Intern Jun 03

Morgan Stanley, Canary Wharf, London

• Assisted marketing department with client event, organized elements of road show. Investigated possible

event locations, booked luncheon venue and organized transportation for senior client.

• Shadowed other staff in Fixed Income Division including Foreign Exchange.

• Updated database and undertook independent research focused on banking industry to create focus client list

template in Excel.

OTHER EMPLOYMENT AND WORK EXPERIENCES

Sales Assistant Jun 09- Sept 09

Monsoon Accessorize, St Pancras International Station, London

• Provided high quality customer service in busy sale and non-sale periods by putting the customer first.

• Able to persevere and perform under high-pressure environment by using proactive approach to reach

company targets and was offered a full time position as a result.

• Enhanced team-working skills by interacting and working with colleagues to sort sale merchandise.

• Responsible for processing customer transactions, as well as stock room organization, stock intake, running

changing rooms, and also actively contributed to loss prevention.

Office Intern Jul- Aug 08

Metzler Bank, Lufthansa Center, Beijing

• Involved in initial consolidation of company services in newly established representative office.

• Promoted company profile and broadened client base by translating service information for new Chinese

clients.

• Completed independent research on merger and acquisition cases by Chinese financial institutions.

Office Assistant Jun- Jul 07

Zaha Hadid Architects, Guangzhou

• Adapted quickly to unfamiliar professional field, learnt aspects of architectural design and construction in short

time.

• Provided office administration support and furthered organizational skills by arranging an array of documents

to create a more ordered office environment.

VOLUNTEERING

Chinese Information and Advice Centre, London Jan 11- Present

• Assist and contribute to Women’s Support Workshop dealing with Domestic Violence amongst the Chinese

community and actively involved in promotion and awareness of this service.

• Provide translation service for clients.

• Help with fundraising activities and have started to develop project management ability.

POSITIONS OF RESPONSIBILITY

Production Manager: Organized university theatre production, led and managed production team and liaised with

theatre management.

Finance Director: Controlled Young Enterprise company accounts and produced weekly account spreadsheets.

Contributed to the making and selling of products. Proposed use of school fair to market products to wider

customer base, campaign was successful.

Deputy Head Girl: Elected by peers and teachers. Liaised with senior staff on student issues and assisted in

organizing important school events.

TECHNICAL AND LANGUAGE SKILLS

• Computer literate, able to use Microsoft and Macintosh OS and Microsoft Office Suite.

• Basic use of SPSS.

• Fluent in written and spoken English and Mandarin Chinese.

• Basic French and Korean.

EXTRA CURRICULAR ACTIVITIES AND INTERESTS

Active member of UCLU Stage Crew Society, leadership skills and ability to work under pressure acquired from

responsibilities:

Assistant Stage Manager: Developed teamwork skills by effectively working with others in high-pressure

environment. Worked together to rectify problems. Resulted in successful award winning show.

Lighting Manager: Developed ability to work under pressure. Learnt new technical information in short time. Used

initiative to solve problems, planned and light dance sequences manually during live show.

Production Manager: Acquired leadership and organizational skills. Led team of technical crew and delegated roles

effectively. Worked with Director and Producer to organize onstage and backstage logistics. Led rehearsals and live

show. Made decisions under pressure and solved problems quickly and effectively. Liaised with senior theatre

management and solved quandaries. Awarded a Social Color for my efforts.

Other interests include playing the piano, singing and ballroom dancing. I also have a keen interest in fashion and

beauty.

REFERENCES

Available on request
