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	Personal information

	Name
	le  mai  ly

	Address
	No 12 – 596/1/12 Hoang Hoa Tham Str. – Tay Ho District – Hanoi – Vietnam. 

	Telephone
	084 – 043 – 7611354  or Cell phone: 084-983309936

	E-mail
	lemaily_2010@yahoo.com 

	Nationality
	Vietnamese

	Date of birth
	12 / 09 /1989 

	
	


CAREER OBJECTIVES 


I am keen to launch a career in program assistance with the purpose of being the professional assistant. I am looking for a position related to both translation/interpretation and project support, which gives me the chance to utilize my grasp of language, improve my ability and make the most significant contribution. 

EDUCATION

	• Dates 
	23rd August 2011 – 30th September 2011 

	• Name and address of organization 
	Ishikawa Foundation for International Exchange Culture

3/F and 4/F Rifare Bldg., 1-5-3 Hon-machi, Kanazawa, Ishikawa 920-0853, Japan

	• Principal subjects
	Japanese and Japanese Culture

	• Dates 
	2007 – 2011

	• Name of organization 
	FOREIGN TRADE UNIVERSITY 

	• Principal subjects

	Bachelor degree in “Business Japanese”

Internship in the Tam Dao National park. Topic: “Sustainable Tourism in the Tam Dao National park”. 

Thesis: “Japanese culture from the angle of Manga” 


COURSES 

	8th AUGUST 2010 – 8th DECEMBER 2010 

Principal subject: Book-keeping in Japanese Course (Foreign Trade University) 

	OCTOBER 2007 

Effective Presentation Skills (Tam Viet Group) 

	DECEMBER 2007 

Art of communication (Tam Viet Group) 


experience
	• Dates (from – to)
	NOVEMBER 2011 – NOW 

	• Name and address of employer
	FPT – Software, FPT Group 

Address: FPT Building, Duy Tan Street, Cau Giay District, Hanoi, Vietnam 

	• Type of business or sector
	Company 

	• Occupation or position held
	Communicator 

	• Main activities and responsibilities


	· Translate documents from Japanese into Vietnamese and vice versa. 

· Translate documents from English into Vietnamese and vice versa.
· Support the customer

	• Dates (from – to)
	NOVEMBER 2010 – JANUARY 2012

	• Name and address of employer
	The Aspiration Center

Address: No.9, Lane 17 Huynh Thuc Khang Str., Hanoi

	• Type of business or sector
	Non-profit organization

	• Occupation or position held
	Collaborator, Translator

	• Main activities and responsibilities


	· Help teach English 
· Translate documents, help broaden the networking 

	• Dates (from – to)
	AUGUST 2010 – AUGUST 2011

	• Name and address of employer
	SJ – Solidarités Jeunesses Vietnam 

http://www.sjvietnam.org/ 

	• Type of business or sector
	Non-profit organization 

	• Occupation or position held
	August 2010 – February 2011: Volunteer at the Bo De Pagoda February

 February 2011 – August 2011: the Coordinator at the Bo De Pagoda 

	• Main activities and responsibilities


	· Co-ordinate and manage the volunteers. 

· Teach Vietnamese, English and math. 

· Translate and Interpret. 

· Support and organize successfully some events such as the International Volunteer Day (5th December) and Environmental Day. 

· The leader of Buddy System

	• Dates (from – to)
	JULY 2009 – AUGUST 2010

	• Name and address of employer
	vfcd – volunteering for community development

No 4, Lane 23, Xuan La Street, Tay Ho District, Hanoi

	• Type of business or sector
	Non-profit organization

	• Occupation or position held
	Volunteer – Leader of Communication Group

	• Main activities and responsibilities


	· Support the children in the IT and English class as well as the special events. 

· Translate and interpret documents.
· Coordinate and interpret in the environmental project of the Tam Dao National Park. 

	• Dates (from – to)
	SEPTEMBER – OCTOBER 2009  

	• Name and address of employer
	the vietnam railway administration

80  Tran Hung Dao Street – Hanoi 

	• Type of business or sector
	Governmental Agency

	• Occupation or position held
	Liaison Official / Interpreter 

	• Main activities and responsibilities


	· Welcome and pick up the Malaysian delegation, including the Malaysian Minister of Transport, at the airport. 

· Serve as the liaison to connect with both the Malaysian officials and the Vietnamese officials. 

· Interpret among the delegates. 

· Introduce the Vietnamese history and culture to the Malaysian officials. 

	• Dates (from – to)
	AUGUST – OCTOBER 2009

	• Name and address of employer
	The Digital Telecommunication Solutions Consultancy and Services Joint Stock Company (DTCS)

	
	2D Kham Thien Str., Dong Da Dist., Hanoi

	• Type of business or sector
	Profit Company

	• Occupation or position held
	Coordinator

	• Main activities and responsibilities


	· Customer care 

· Collect the information related to the activities in the Ngoc Ha School and update to the website of the school. 

	• Dates (from – to)
	MAY 2010 – MAY 2011

	• Name and address of employer
	SHINMEN TERUO 

B1006 – Apartment Block of the Daeha Business Center – 360 Kim Ma Str., Ba Dinh Dist., Hanoi.

	• Occupation or position held
	private tutor

	• Main activities and responsibilities
	· Teach Vietnamese.


Personal skills and competences
	Social skills

and competences


	Two extra-curriculum courses in 2007 provided me with the essential skills in presentation and communication. 

Since 2007, most of my part-time jobs, as well as the activities of the non-government organizations have required me to be skillful and professional in communication, especially by English, teamwork, and so on. Thanks to them, I have a chance to train myself friendlier, more skillful and more flexible when working.

	Organizational skills 

and competences 


	As the local coordinator who works with the international volunteers, I’m experienced in interpretation and human resources coordination. 

Besides, as one employee of the media company, I’m also good at information collecting and management. 

	LANGUAGES
	English 

	• Reading skills
	 excellent

	• Writing skills
	excellent

	• Verbal skills
	fluent

	
	Japanese 

	• Reading skills
	N2 

	• Writing skills
	N2 

	• Verbal skills
	N2 

	Technical skills 

and competences
	Basic Program: Word, Excel, PowerPoint, Visio. 


	HOBBY

	Language, book, travelling, exploring the new culture…
swimming, badminton

	date

JANUARY 1st 2011  
	SIGNATURE

Le Mai Ly 
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