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CURRICULUM VITAE

Personal Information:
	Full name:
	Nguyen Thi Minh Phuong

	Birthday:
	26-12-1990

	Gender:
	Female

	Marital status:
	Single

	Height:
	1m60

	Weight:
	47 kg

	Health:
	Excellent

	Characters:
	Hard-working, Patient, Diligent, Responsible, Reliable, Active, Disciplined, Good team spirit.

	Skills:
	Good Organizational & Communication Skill

	Home Address:
	Yen Lung- An Khanh- Hoai Duc- Ha Noi- Viet Nam

	Cell phone:
	+84- 936868261

	Email Address:
Mother tongue

Work Objectives

Translation language


	nguyenthiminhphuong261@gmail.com
Vietnamese

Fast and Efficient translation services, delivery before deadline, always satisfied customer, reasonable price

English > Vietnamese

Vietnamese > English




Educational Background and Qualification:
	Educational Background:
	Aug 2008- Jun 2012:

	Foreign Trade University

(Business Administation Faculty)

	
	Sep 2005- May 2008:


	Hoai Duc B High School, Ha Tay

	Language Proficiency:
	Languages
	Level

	
	
	Listening
	Reading
	Speaking
	Writing

	
	English
( IELTS 6.5)
	  Advanced
	  Advanced
	  Advanced
	  Advanced

	
	Vietnamese
	  Native
	 Native
	  Native
	  Native

	Computer Skill:
	Application
	Master
	Excellent
	Good
	Normal

	
	Ms Word
	
	(
	
	

	
	Ms Excel
	
	(
	
	

	
	Ms Power Point
	
	(
	
	

	
	Microsoft Office Outlook
	
	(
	
	


Working Experiences:

- Most recent job title: 

Import Staff and Sales Assistant
- Most recent employer:

RAN CO.,ltd
   Working Experience:

- From July 2012 until now: working for RAN CO., ltd   as an Import staff and Sales Executive
- From June 2011 until August 2011: working for Bao Son paradise theme park as a tranee in Marketing and Sales department.
	EMPLOYMENT EXPERIENCES
	SKILLS

	RAN CO.,ltd
From July 2012 until now 
(www.ranco.vn)

	    Import duties:
· Do all task in import processing. Especially, make contract with tight clauses carefully to avoid problem.
· Support other department the information of imported good by translating specification document into Vietnamese. These documents are about chemical, equipment, construction and so on.
Sales duties:

· Take care of current customers and looking for new domestic customers . 

· Learning the technical information about the goods in order to inform and advise customer, make quotation and negociate with customer.

	+) Deep experience in importing goods and translating documents
+) Negotiation skills with suppliers for always best price and best terms to import goods.

+ Skill in draft contract.

+ Experienced in translating documents in many fields
+) Be expert in Sales 
+) Good communication skill and negotiation skill

+) Experiences in selling goods
+) Experienced in secretarial works



	Idichthuat.com
Freelancer
 (from June 2012 to now)

	         Main duties: 

·  Translate English documents into Vietnamese in a wide range of fields: chemical, industry, law, contract, medical …and so on

	· Gain a lot of experience in translation as well as knowledge in many fields


	Freelancer ( from 2010 to 2012)



	· Find the customer in Vietnamese forums and websites by posting offers about transtation

· Translate a lot of Vietnamese documents for Vietnamese students who learn international universities and have to make assigments in English to send to their foreign univesities
· Translate English documents into Vietnamese for companies which do not have their own full-time translator to translate their documents 


	· Improve translation skill 

	

	Reference:

· Mrs. Trinh Thi Hanh Ly –Import Manager of RANCO.,ltd

	· Cell phone: 0983691682
Email:

trinhhanhly@gmail.com

	· Mrs Phạm Thị Hồng Phương- Import Staff of RANCO.,ltd
	· Cell phone: 01689237860
Email: ransalesdept@gmail.com

	· Trần Thanh Thảo- Sale Assistant of RANCO.,ltd
	· Cell phone: 01689962027
Email: not_ruoi_duyen133@yahoo.com
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