	RESUME


WONG XIAO MIN

BLK 474 ANG MO KIO AVE 10
#11- 828,

SINGAPORE 560474
Tel (Residence): (65) 6573-8722
       Mobile Phone:  (65) 9172-9827
E-mail: wongxm@singnet.com.sg

	PERSONAL DETAILS


Date of Birth

: 05th November 1957

Marital Status

: Single

Sex


: Female 

NRIC


: S1264374/H

Nationality

: Singapore Citizen

Religion                      : Buddhist

Health


: Excellent

Interests

: Writing (prose, poem and novel), music, reading, photographing


             Tradition Chinese Medication, multimedia, movies, badminton, IT. 

Languages (Written)
: Simplified Chinese, Traditional Chinese (Taiwan), Traditional 

  Chinese (Hong Kong),English.

Languages (Spoken)
: Mandarin, English, Dialects.
Profession: Translation of various subjects from English into Chinese and linguistics quality assurance, including website localization, marketing materials, manuals, software/hardware, finance, ERP, medical, IT, electronics, Government activities press release and write up, etc. Copywriting for the top-selling magazine in Singapore and Yoyonet (lifestyle website) on various topics, including fashion, beauty products, marketing and promotions documents, etc. 

	Specialise Fields


IT, medical, ERP, marketing, multimedia
	EDUCATION


1974-1975

: Whampoa Secondary School


GCE (A-Levels) (2'A' & 4 'O')

1970-1973

: Whampoa Secondary School


GCE (O-Levels) (5 'O')

                                         Editor of school magazine “Lv Ye”.
1976-1980                   : Nanyang University
1999-2000                   : Singapore Chinese Physicians’ Training College 

Computer Skills
:
Trados (Since 1996), SDL Studio 2009, Passolo, Alchemy Catalyst,Translation studio, Microsoft Visio, Novell Translations Tools, MS Word, Powerpoint, general word editors (Chinese and English O/S), Excel, Internet access, Protools audio modules, SSL G-series computing sound console.

Audio Field Skills
: (i) Possess Grade 5 Theory of Music Certificate issued by The   


      Associated Board Of The Royal Schools Of Music.


  (ii) Attended Multi-Track Recording course, Music Score Reading 



     Course, Broadcasting Techniques Course, Sound Mixing Course



     etc. 
	TRAINING 


Training on Microsoft Visio products at Microsoft Ireland Office, 2001 Jan.

	WORK EXPERIENCE


1) Chinese Language Manager - elionetwork Pte Ltd.

1st November 2004 - 31st Dec 2010

(  Create Style Guides for various projects.
(  Quality assurance for various projects, eg Avid, SAP.

(  Conduct training courses for in house linguists and vendors, based on the latest 

    requirements in targeted markets.

(  Language Quality Assurance, ensure quality products are delivered to client on time. 

(  Evaluate language personnel's performance. Set up check lists and production 

   requirements for translators, editors and proofreaders in term of quantity and quality. 

(  Liaies with reviewers for mutual agreements on quality standard.

(  Searching job related materials for updating language personnel's knowledge and 

   quality improvement.
( Liaies with project managers and engineers on setting up production process.

( Design test pieces and marking criteria for recruitment of in-house and out-house 

  resources. Evaluate and select suitable candidates.

2) Freelance QA specialist, Translator, Editor and Writer.

April 2000 - 2005:
(i) Translate articles on IT (computer hardware, software), medical and ERP categories. Editor and  writer for web pages, website localization on sports, cameras, liquors and various commercial products.
Clients: Candela, Kodak, Thermo Shadon, Symbol Technologies, Texas Instruments, Honeywell, Electrolux, Rainbow Technologies, Microsoft, Compaq, Dell, Sun Microsystem, HP, Novell etc. 
(ii) Freelance Journalist / Reporter for local lifestyle websites : Areas covered on Singapore lifestyle, such as fashion, food, social, love life, health and activities.  

(iii) Freelance writer/columnist for I-Weekly, the top selling magazine in Singapore, on multimedia, .com and electronic products, including audio, video, PC, laptop, mobile phones, scanner, camera etc.
(iv) Freelance QA specialist for Lionbridge (Beijing) and cum translator for Logos on Traditional Chinese and Simplified Chinese projects, including Microsoft Visio, Media Player 9, Sun, Dell, Medical equipments etc.
3) Regional Language Manager - ALPNET INC.

1st November 1996 - 17th April 2000

(  Create Style Guides for various projects.
(  Quality assurance for Oracle project and Baan project.

(  Conduct training courses for in house language personnel, based on the latest 

    requirements in targeted markets.

(  Language Quality Assurance, ensure quality products are delivered to client on time. 

(  Evaluate language personnel's performance. Set up check lists and production 

   requirements for translators, editors and proofreaders in term of quantity and quality. 

(  Liaies with reviewers for mutual agreements on quality standard.

(  Searching job related materials for updating language personnel's knowledge and 

   quality improvement.
( Liaies with project managers and engineers on setting up production process.

( Design test pieces and marking criteria for recruitment of in-house and out-house 

  resources. Evaluate and select suitable candidates.

( Organize and manage approximately 100 people in the language team of China, 

  Singapore, Thailand and Korea.  

4) Radio Corporation of Singapore 

Jan 1996 - Oct 1996: Commercial Audio Producer (operating Protools)



  As a member of Creative Services, record voice over for all radio 

                                      Commercials, select theme music, create sound effects and final 

audio mixing. 

5) Concorde Publishing

1992-1995: Sub-editor

                   Feature writer and editor, organize special activities with Clark Quay and 
other  Clients, conduct interview with specialists from various lines. Discuss Page  Design with  DTP artistes.

6) NTUC Radio Heart

     1989 - Dec 1992: Recording Engineer
    Trailers, Station ID, Commercial, Radio Ad, Drama recording and mixing.

7)  Form Recording Studio
     1988 - 1989 : Recording Engineer (operating SSL G-series Computing Sound Console)


                Lay tracks for music instruments, vocals, dubbing and mix down.


8) Television Corporation of Singapore (previously known as Singapore Broadcasting 

          Corporation)

     1982 –1988 : Senior Sound Engineer 

     In charge of audio for Live telecast variety shows and pre-record drama series (studio &  

     outdoor productions)

     Duties include: Planing and organize big shows for important occasions, such as Lunar 

                              New Year, Grand Lucky Draw shows etc. 

9) Port Authority of Singapore

   1980 – 1982 : Police Constable 


              Maintain good discipline orders along the port and checkpoints.
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