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	OBJECTIVE:

Seeking a greater platform environment in Office Administrtion, HR, and Training and Public relationship, Business Development.
The working team will appreciated to improving my skills and
 getting more experiences.


	Personal  Information    

	
	
	Gender
	Female
	
	

	Height 
	160cm
	Born date
	April,1985
	Marital Status
	Single

	Major
	Human Resources 
	School of Graduation
	Liao ning Normal University

	
	
	Hobby
	Sports  Musical  Travelling

	Working experience
	Chinese Restaurant  Novtel Hotel,  October 2008 to December2009

Cashier
●Customer Service 

●Accounting &Cashier
Sunshine life Insurance Corp Limited Dalian Branch   June 2010  to  March  2015
Human Resource &Administration Department    HR

Managing:
●Recruitment
●Employee relationship management

●Salary management

●Performance management

●Training management

Content:

1. To implement the policy of the human resources company;

2.Do branch annual HR planning, manpower cost and budget, approval, management;
3. Recruitment, employee relationship management, cadre management, salary management.
4.Responsible for the maintenance of the company capital interests and employee rights, a reasonable explanation of related human resources policies, correctly handle the settlement of labor disputes, to prevent the risk of employment.

Fangxin Network Investment(Beijing)Co.,Ltd  Dalian Branch  April 2015 to December 2015
Human Resource &Administration Department    HR

Managing:
●Recruitment

●Employee relationship management

●Salary management

●Performance management

●Training management

	Training Experience
	 ●Training  lecturer      Sunshine life Insurance Corp,Limited       December 2011

 ●EHR System Training      Sunshine life Insurance Corp,Limited     August  2012 

 ●Presentation Train to the Trainer     Sunshine Insurance Group     October  2014

	Education

Experience
	●The High School Affiliated to Beijing Normal University         September 2001  to  July 2004

● Dalian Vocational and Technical College (International Trade Practice)
September 2004  to  July 2007    
● Federal International Language School                      September 2007  to   June 2008   
● Liao Ning Normal University (Human Resources Management)  March 2011    to  July 2014 

	Personal Honor
	●Excellent staff of 2013 annual Dalian Branch Sunshine insurance Sunshine life Insurance Corp,Limited
●The 2012 annual sunshine insurance group outstanding volunteers

●Dalian city outstanding volunteers in 2012 

●The Volunteer of  WTO  in Dalian 2012 

	Self-evaluation 
	●Have the ability to adapt to the new work environment, team awareness.

●Can well finish the task, can independently bear.
●Enthusiasm, full of positive energy.
●Excellent in training, presentation.
●Experienced in MS Excel , MS Word ,PowerPoint.
●Good at listening, written English, and oral English.
●Driving license

	Languages
	Chinese  English

	
	
	
	


