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STEPHEN JIANG

PROFESSIONAL EXPERIENCE 
SENIOR TRANSLATOR, OCEAN MATRIX INTERNATIONAL LTD. — 2012-2017 
Translating and proofreading a wide range of documents for clients, including legal documents, transactional 
documents, government filing materials, IPO documents (US and HK), fund documents, etc.  
Managing projects and priorities, negotiating deadlines, coordinating with clients to clarify specific project 
requirements and to address any concern/comment in the translation deliverables  
Leading the translation team and supervising the team to meet deadlines for the successful completion of 
projects with high quality 

LEGAL TRANSLATOR, ROPES & GRAY LLP — 2010-2012 
Translating various types of legal documents, including Nasdaq IPO documents, US FCPA materials, trans-
actional documents (M&A agreements, equity agreements), IP documents, fund documents, etc.  
Providing interpretation for foreign attorneys occasionally  
Conducting junior legal research work (PRC laws and regulations summary and research, assisting due dili-
gence work, etc.) 
Providing library management and coordination with US headquarters 

LEGAL TRANSLATOR, HOGAN & HARTSON LLP — 2007-2010 
Translating various types of legal documents, including Nasdaq IPO documents, US FCPA materials, trans-
actional documents (M&A agreements, equity agreements), IP documents, fund documents, etc.  
Providing interpretation for foreign attorneys occasionally  
Providing library management and coordination with US headquarters 

ENGLISH TRANSLATOR & ASSISTANT OFFICE MANAGER, SINO GERMAN BANK — 2004-2006 
Translating various types of bank documents, policies, laws and regulations as well as communication mate-
rials with local governmental supervisory authorities  
Providing interpretation for the management team of the bank at meetings and negotiations  
Drafting meeting minutes (bilingual)  
Assisting the HR Department in providing English test and interview for recruitment 

ENGLISH TEACHER, TIANJIN TOURISM SECONDARY SCHOOL — 2002-2003 
Teaching Comprehensive English course at college level 

ASSISTANT TO GENERAL MANAGER, PAN-AFRICA CONSULTING LTD. — 2001-2002 
Providing interpretation for the General Manager at meetings and negotiations  
Drafting meeting minutes (bilingual)  
Arranging itinerary and business trips 

EDUCATION 
Tianjin Foreign Studies University, College of English Studies  — Bachelor’s Degree, 2001  
Major: English Language and Literature (Secretarial Work Concerning Foreign Affairs) 

PREVIOUS SOCIAL WORK / VOLUNTEER EXPERIENCE 
English announcer and volunteer, 1999 Artistic Gymnastics World Championship (1999)  
English announcer and volunteer, 2nd Asian Cup Diving Meet (2001) 

LANGUAGE 
Chinese / Mandarin 
English


