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Gao Han Qing
Date of Birth:    Aug. 1980                                    

Sex:            Female

Birth Place:      Shanghai 
Cell Phone:      664 770 729
E-mail:          gaohanqing@gmail.com
Work Experience: 

10/2007 : Interpreter of Chinese - Spanish for the Special Olympic Games of Shanghai

03/2007—05/2007:  Working as chinese teacher in Inditex
2003/01—2006/05：Shanghai ShenTan Mechanical & Electrical Equipment Company

（TENNANT Authorized Distributor）

Office Manager /Sales assistant
· Responsible for communicating with Tennant headquarter.
· Handle import of machines and spare parts from U.S.A

· Handle collecting puchase orders from customers,releasing orders and keeping track.

· Help to produce monthly financial statements in aspect of controlling machines’ and parts’ cost for financial manager.

· Responsible for coordinating the relationship between departments.

· Executed the advertising,exhibitions,seminars,etc

· Cooperate with Sales Dept. for further customer developing.Building and maintaining strong relationship with customers through close and effective communication.

2002/04 – 2003/01 Shanghai Da Yuan Glass Manufactory

                   Manufacture assistant 
· Be charge of coordinating the relationship between manufacture department and purchase department.

· Help to collect and register purchase orders,confirm the lead-times.

· Handle any extra tasks.

Education:  

2007---2008: Study of Spanish in the Oficial School of Languages of La Coruña.
06/2006--03/2007： Study of Spanish in Iria Flavia Academy of Santiago de Compostela.

1998/09 – 2002/06   Shanghai Normal University.   Bachelor Engineering Degree.

Major in Mechanical & Electric Engineering.
English and Computer Skills: 
· Have a good command of both oral and written English,

· Have trained the course of BEC-II & Intermediate,Senior Course of Spoken 

   English

· Typing speed reach to 50 Chinese words per minute.

· Skilled in use of Win 98, Office 97, Powerpoint and some drawing software

such as CAD. 

Capability:

· Ability to work under pressure in a fast-paced environment and manage multiple 
tasks.

· Ability to work independently with good organizational, coordination and
communication skills.
