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My Resume for Foreign Trade & Translation 

Name: Kenny Qin

Male︱August 1, 1981︱Current Residence in Guangzhou China

︱Registered Residence in Nanning City in Guangxi

Years of Working: 10 Years︱ID No.: 452731198108015453

Tel: +86 13002011929
E-mail: 736335422@qq.com

Job Intention

Job Nature: Full-time

Expected Job: Foreign Trade Assistant/Specialist/English Translator 

Expected Industry: Foreign Trade/Import & Export/Professional Services
Work Areas: Guangzhou/Shenzhen/Foshan

Expected Salary: RMB 5,000~8,000 monthly

Current Status: Looking for job


Self-assessment

I’m optimistic, detail-oriented and self-motivated. I have been working as a sourcing agent and marketing assistant since 2010, mainly providing assistance for foreign clients in search of suitable manufacturers or products in China, business coordination and communication, factory visit, contract negotiation, arranging foreigners’ schedule in China, and purchase orders acknowledgement and follow-up, etc. 

Besides, I also engaged in translation, interpretation and tour service for various translation companies around China, covering multiple industries and fields including business, finance, laws and regulations, literature, letters and correspondences, government documents, diplomas and certificates for authentication, etc. As a tour guide, I served businessmen and travelers from America, Australia, UK and Europe, etc. 


Work Experience

January 2010 -- Present
Freelancer-2︱Foreign Trade Specialist/English Translator  
Industry Category: Import & Export | Salary: RMB 5,000
Job Description: 
(1) As an independent sourcing agent (middle man), searched for potential foreign buyers who have intention to purchase Chinese goods through various network platforms in China and abroad, assisted foreigners in looking for, selecting and confirming qualified factories and products, communicated with factories for details of products and contracts, and arranged samples sending, purchase order negotiation, confirmation, and follow-up, etc. 

(2) As an English interpreter, served foreign clients to China, arranged factories visits, cooperation negotiation and follow-up, etc. 

(3) As a tour guide, served travelers to Guangzhou and arranged schedules for tourist attractions.  

(4) As an English translator, provided translation for various translation companies, covering business, finance, laws and regulations, literature, letters and correspondences, government documents, diplomas and certificates for authentication, etc. 

(5) Performed products marketing and popularization on network media such as Facebook, Twitter, LinkedIn and YouTube.
October 2008 – January 2010
Freelancer-1︱English Translator  
Industry Category: Professional Services | Salary: RMB 4,000
Job Description: 
(1) As an English translator and interpreter, provided translation for various translation companies, covering business, finance, laws and regulations, literature, letters and correspondences, government documents, diplomas and certificates for authentication, etc. 

(2)  As a tour guide, served businessmen and travelers coming to Nanning City in Guangxi, China. 

My translation quality and tour services were highly appreciated by clients. 

October 2007 – October 2008 
Taiwanese-funded Translation Representative Office in Nanning︱English Translator & HR Assistant
Industry Category: Professional Services | Salary: RMB 2,000 
Job Description: 
(1) Responsible for translations between Chinese and English, covering economic trade, tourism, machinery, engineering, finance, laws and regulations, contracts and agreements, etc. 

(2) Responsible for HR recruitment, assessment, review, employing, and follow-up. 

(3) Daily communicated with Taiwan-based headquarter for work assignments and completed work tasks timely. 

(4) Responsible for other internal work and liaison affairs such as Internet advertising, services collaboration and contracts negotiation, etc. 

Daily work between Taiwan-based headquarter and the China Mainland Office developed orderly and smoothly and was highly appraised by the boss.

July 2005 – October 2007
Nanning Tianhu Hotel in Guangxi China︱Office Assistant & English Receptionist
Industry Category: Hotel/Catering | Salary: RMB 1,000
Job Description: 
(1) Assisted office director in office routines. 

(2) Organized and responsible for basic English training for hotel employees. 

(3) Responsible for serving foreigners as an English receptionist. 

(4) Followed-up and urged the implementation of work of hotel departments. 

(5) Completed other external affairs assigned by the office director and leadership. 


Education Background 
September 2002 –July 2005

Chengdu University of Technology in Sichuan Province China

Business English︱Associate Degree 

Training Experience
October 2007 –October 2008 
Taiwanese-funded Translation Representative Office in Nanning China
Training Courses: Translation theory and skills

Description: Internal translation theory and skills training to enhance translation ability, and learned how communicate with clients effectively.
July 2005 –October 2007 (worked at Nanning Tianhu Hotel in Guangxi)
Nanning Committee and Guangxi Committee of the Communist Youth League 
Training Courses: Main work of the Communist Youth League and Creation of Youth Civilization Unit
Description: As the League branch secretary, I actively participated in training activities organized by the Nanning Committee and Guangxi Committee of the Communist Youth League, led hotel employees in the creation of Youth Civilization Unit and was highly appraised by competent authorities. 

Qualifications 
College English Test Band-4 (CET-4)
Date awarded: October 2003
Awarded by: China National College English Testing Committee
 
Language Skills
English: Excellent in English listening, speaking, reading and writing.   Mandarin: Native speaker 
 专业技能
Interests & Hobbies
I’m a travel enthusiast and I like playing badminton, table tennis, making friends, reading, music, and following current news and trends. 

