Name: Meilan Chen    
Born: April, 1984
Height: 166CM
Education: Junior College
Major: Economy & Trade English
Graduated: Fujian Normal University
TEL: +86 13960403209
E-mail: ilovemyxiaohua@hotmail.com
Ability:
A: Pass CET-4, good translation in verbal and written translation, communicate well with English speakers.
B: Pass Internet Grade One, familiar with the using of net, particularly in WORD\ EXCELL\POWER POINT and so on. Quick taping, 70 words in one minute at least.
C: Good sense of literature and good writing including economic documents, have published many articles in the newspaper and magazine in collage.
D: Easygoing, friendly, hard working, always get on well with others. 
Work’s Experience:
A: Jul, 2006- Jul, 2007, as a translator in “Shenzhen Noblepen Translation Company” which is a professional translation company; 
 
1: Verbal translation for companies or factories, e.g. for a Kenya Company that needs to communicate with Chinese electronic companies for one week; worked for a rubber plant to make negotiation and so on;
2: Written translation in international business including contracts and agreements \ Documents\ all kind of commercial affairs (business mails, letter of intent, Bank BG, Irrevocable trust etc)\ company’s rules and regulation\appoint letter\meeting record and so on. Finished one book of designing for translation by Shenzhen Shijilong Advertisement Project Company, and Western PetroUnion’s proofreading about the oilfield.
B: Oct, 2007- Feb, 2009, as an Assistant of President in Beijing Creative Blue Energy Technology Co., Ltd:
   1: In charge of communicating with business companies, including partner companies, cooperation, government;
2: Translations including contract, business plan, company information, project introduction etc;
3: Connect with the departments of company, information follow up, keep the documents\record etc;
4: Also Being an Assistant of HR Department, in charge of salary, labor contract etc.
 College Study & Rewards:
   1: As a monitor and chairman of Foreign Language Association; rewarded as “Excellent Student Cadres” for 2003-2004, 2004-2005, 2005-2006; “Excellent Social Member” and “San Hao Xue Sheng”for 2003-2004;
   2: Get scholarships for 2003-2004, 2004-2005;
   3: Published articles weekly in College Magazine and College Newspaper;
   4: College courses: Business English; International Trading& Economy; Financial Writing; Japanese; European Introduction etc.
