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International Trade Development Co.Central Jinsha Road Shantou
515041 (0754)888888888 Born: June
3,1969160cm,58kgSingleExcellent HealthNative Place:
ZhuhaiObjectiveTo work as an English secretary at an enterprise
with foreign investment in ZhuhaiExperience1992-Present Office
secretary at Shantou International Trade Development Company.
Responsible for writing English Correspondence and
telecommunications to foreign trade partners.Education1990-1992
Secretarial Course, Shantou University. Coursework included:
secretarial principles, office administration, management, business
English, English word processing, stenography,
bookkeeping.SkillsComputer programming. Typing 55
wpm.Personal QualitiesCommunication skills, accuracy in handling
details, cheerful personality, strong leadership and a sense of
responsibility.ReferencesDechun Ma, Office director, Shantou
International Trade Development Company. Tel:8251212.01 [1 [
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