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Curriculum vitae
I) General Information
	Date of birth
	19 /07/ 1990

	Place of birth
	Ha Noi city, Viet Nam

	Marital status
	single

	Status health
	Good


II) The position of the intended
	Position
	Start job
	Total income desired
	Minimum gross income

	Sales assistant
	As the job demand
	Negotiate-designed
by the  work
	Negotiate- designed by the  work 


III) Education
A) Degree and training 

	School/ college/university attended
	Grade obtained

	1. College of trade economics and technique(Sep 2008 –June 2011)
Address:21B Huyen Ki street,Phu Lam district, Ha Dong city , Viet Nam
	Major: Business English
Rank : Good

Degree: Bachelor

( received 3 scholarships during 3 years training)



	2. HoaiDuc A high school
	High school graduated with good ranking 

	Referees: Nguyen BichThuy – English department head of college

Phone number: 84 33531324


B) Other qualifications or certificate
	Training facility
	Specialization
	Qualification/certificate
	Ranking

	Hanoi foreign language of university
	Chinese
	Certificate
	Good

	College of trade economics and technique
	Office informatics
	Certificate
	Good

	Spinney group, Dubai, UAE
	Customer service phrase 2
	Certificate
	Good

	Spinney group, Dubai, UAE
	Customer service phrase 4
	Certificate
	Good


	Spinney group, Dubai, UAE
	Hygiene
	Certificate
	Excellent


C) The ability to use language
	Language


	Listening
	Speaking
	Writing
	Translating

	Vietnamese


	Fluency
	Fluency
	Fluency
	Fluency

	English


	Good
	Pretty
	Good
	Good

	Chinese


	Good
	Good
	Average
	Average

	Arabic

	Good
	Good
	Average
	Average


D) The ability to use and the knowledge of computer

	Ability
	Self- assessment
	Experience
	Notes

	Understanding the basics of computer
	E
	G
	A
	W
	
	

	
	
	
	
	
	
	

	Window XP
	
	√
	
	
	
	

	Microsoft office
	
	
	
	
	
	

	MS word
	√
	
	
	
	
	

	MS Excel
	
	√
	
	
	
	

	MS Powpoint
	
	√
	
	
	
	

	MS Outlook
	
	
	√
	
	
	

	Text Editor
	
	
	√
	
	
	

	Peripherals
	
	
	
	
	
	

	Printing machines in general
	√
	
	
	
	
	

	Photo Scanner
	
	√
	
	
	
	

	The knowledge skills
	
	
	
	
	
	

	Hardware computer
	
	√
	
	
	
	

	Ability to troubleshoot computer
	
	√
	
	
	
	


E) Key Skills
_ Have good communication and persuading skills
_ Have a deep knowledge of international culture

_ Work under high pressures / work with groups (teams)

_ Able to deal with difficult clients or customers 
IV) Working Experience
	Workplace
	Position and tasks



	VINCOM PLAZA shopping mall
( Jun 2010-Jun 2011)

Address:191Ba Trieu street, Hai Ba Trung district, Ha Noi City , Vietnam

Tel: 84 39748585

Hanoi Apple 
Hotel
( Jul 2011-Feb 2012)
Address: 15A Hang Chieu street, HoanKiem district , Ha Noi city , Vietnam
Tel : 084 914519886

Referees : Mr Nam 

(General manager of Hanoi Apple Hotel)

Lucky Hotel

(Mar2012-Aug 2012)
Address:69 Tran Duy Hung street , CauGiay district, Ha Noi city, Vietnam 

Tel: 844 356 6834

Referees: Ms Yen 
( General manager of Lucky hotel )

American School

(Sep/ 2012- Jan 2013)
Address: My Dinh 2, TuLiem district , Hanoi city , Vietnam

Tel: 844 7300 5757

Referees: MsHien

( General manager of American school)


	*Sales assistant
-Welcoming and assisting  customers enter VINCOME PLAZA center

-Consulting and selling products in the shops(shoes, glasses, clothes, cosmetics...) with famous brands such as Gucci, Dior, L’Oreal, Maybelline, oriflamme…
· Processing payment transaction (cash, visa, master, American express, voucher…)
· Answering questions ( inquires ) or taking notes customer request
· Resolving customers complaints

-Maintaining customers database by inputting customer profile and updates
· Updating job knowledge by participating in training courses
*Receptionist and sales tour 

· Meeting and greeting clients 

· Booking meetings (dealing with reservations by phone, email, face to face)

· Keeping the reception area tidy

· Answering and forwarding phone calls 

· Sorting and distributing post 

· Checking guests into and out of the hotel, allocating rooms and handing out keys

· Preparing bills and taking payments

· Taking and answering messages to guests

·  Dealing with complaints or problems from customers
· Consulting and selling some tourism inbound such as Ha Long tour, Ha Noi city tour, NinhBinh tour…
· Carrying out customer- care 

*Receptionist and Marketing sales
Jobs are similar to Hanoi Apple hotel

·  updating promotion and basic  information about booking , facility , …on  the internet

·  Sending and receiving email from  company’s partners

·  Designing and sending the content of advertisement about hotel services to inbound and international partners …

· Listening to customer requirements and presenting appropriately to make a sale;

·  Maintaining and developing relationships with cold calling to arrange meetings with potential customers to prospect for new business

· Responding to incoming email and phone enquiries

·  Acting as a contact between a company and its existing and potential markets;

*English teacher and assistant lecturer

·  Teaching English for kids with special methods as teaching on projectors/ radio/video, playing game, singing English songs, drawing pictures, telling story, reading poem, playing a role…. 

· Helping foreign teachers to fulfill their lectures

( preparing instruments, books , CD/ DVD, notebooks… to study )
· Translating English to Vietnamese for Vietnamese students and talking in English with foreigner teachers about lessons…

· Decorating classrooms …..

· Taking care and teaching life skills for kids as greeting, thanking, obliging, forgiving …..

· Planning, preparing, and developing various teaching aids such as bibliographies, charts, and graphs…..

· Preparing lesson outlines and plans in assigned subject areas, and submitting outlines to teachers for review

*Cashier at spinneys Group

· Counting money in cash drawers at the beginning of shifts to ensure that amounts are correct and there is adequate change
·  Greeting customers entering establishments
·  Establishing or identifying prices of goods, services or admission, and using calculators, cash registers, or optical price scanners. 
·  Receiving payments by cash, credit cards, vouchers, or coupon...
·  Issuing receipts, refunds, credits, or change due to customers
· Maintaining clean and orderly checkout areas
·  Resolving customer complaints.
· Answering customers' questions, and provide information on procedures or policies
·  Processing merchandise returns and exchanges
·  Paying company bills by cash, vouchers, or coupons
·  Requesting information or assistance using paging systems
· Offering customers carry-out serve completion of transactions.




V)  SUMMARY OF QUALITY AND SPECIAL SKILLS

As a dynamic, enthusiastic and responsible in their work;

Working experience in many different industries; office skills, communication and ability to negotiate;
Properly address the many situations that arise in my work; 
Self- mind is very high during work.

If employed, I am committed to implement work rules and all other provisions of the work place.

I hereby declare the information provided above is completely accurate.
�








