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CURRICULUM VITAE
HIGHLIGHTED EXPERIENCES:
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Further details regarding my experiences will be provided on request.

EDUCATION & QUALIFICATIONS:[image: image1.png]



EMPLOYMENT HISTORY:
Please see below the summarized process of my employment history. Further information about my previous jobs will be provided upon request.
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ESSENTIAL SKILLS:
In the course of over 4 years working for international organizations, I have acquired solid knowledge and practical skills in carrying out administrative tasks, operational assistance, and business services both for my jobs and other team players’. I would like to sum up my experiences from my two most recent jobs at the British Council HCMC and the French Chamber of Commerce and Industry in Vietnam (EU-Vietnam Business Network – also known as the EVBN project funded by the EU).

· Admin tasks and back office support activities including office supplies, arrangement of documents, human resources and project coordination. 
· Professional customer services skill (on the phone and in person) from mandatory training and from interacting with a great number of customers and their various enquiries. 
· Standardized procedures and company policy building in order to ensure the smooth running of both internal and external operations among different departments vis-à-vis the workplace. 

· Recruitment, on-the-job training and supervisory task on junior staff. 

· Sales and marketing skills as the sales representative of the Business Center which is an offices for rent service provided to start-up EU businesses in Vietnam. 

· Business development executive including business service support and project management. 

· Data and account management skills. 
I AM LOOKING FOR:
Stable career advancement contributed and accompanied by the elements below.
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OTHER COMPETENCES:

Some I was born with and others I have developed with the view to achieving a successful career.
[image: image5.png]Organized

- N

Time Detail-
management oriented

Highly Artistic
responsible creation

Task
prioritizing





LANGUAGES SPOKEN:
· Vietnamese 
– 
first language

· English 
– 
full proficiency
· French 
– 
conversational
OTHER SKILLS:
· Office computing, Internet utilization, and beginner level of SAP experience
· Email writing, multitasking, and supervision
· Teamwork and can-do attitude
REFERENCE:

· From previous employer – The French Chamber of Commerce and Industry in Vietnam and other references upon request.
3 years of customer services and relationship, admin tasks and office support.


3 years of data management and operation assistant.


2 years of sales, marketing, and business services.


1 year of market research, account management and business project management.








[10/2013] 


IELTS 7.5 – British Council Ho Chi Minh City





[2012] Graduated Valedictorian from


Faculty of French Linguistics and Literature – University of Social Sciences and Humanities 








[2008] Graduated from


Bui Thi Xuan High School





[Jun 2014 – Oct 2015]


The French Chamber of Commerce and Industry in Vietnam / EU-Vietnam Business Network 





[Feb 2013 – Jun 2014]


British Council HCMC





[Sep 2012 – Nov 2012]


Ho Chi Minh City Television





[Nov 2012 – Jun 2013]


British Council HCMC





[Mar 2012 – Feb 2013]





Teaching Assistant Coordinator / Admin 





Business Center Manager 





Project Assistant – BridgeIT Project 





[Feb 2011 – Jun 2011]


Officience


�HYPERLINK "http://officience.com/"�http://officience.com/� 





Class Assistant / Back Office Support 





Collaborative Translator of Sports News (internship)





Freelance Translator (French-English)








