RESUME

PERSONAL INFORMATION: 
NAME:LIU DAN     SEX: MALE    BIRTH DATE: OCT.1984   DEGREE:BECHLOR  MAJOR：ENGLISH   COLLEGE:HUAIBEI NORMAL UNIVERSITY (2004-2008)
MAIL：hztextile@gmail.com    TEL:15988148610     SKYPE: danny-ori

WORKING EXPERIENCE:
OCT. 2009 – NOV. 2010  HANGZHOU ORIENTS TRANSLATION CO., LTD.     ENGLISH TRANSLATOR

FILE TRANSLATION SUCH AS COMPANY INTRODUCTION, WEBSITE PLAN, TECHNICAL LITERATURES, STUDY ABROAD APPLICATION, BUSINESS CONTRACT, ESSAY, ETC.

CONFERENCE INTERPRETING, TOUR GUIDE AND BUSINESS NEGOTIATION.

MAY. 2008 – SEP. 2009   ANJI LIANGSHUN CHAIRS INDUSTRY CO.,LTD.     SALES               
1. IN CHARGE OF THE EXPORING BUSINESS, MAKING INVOICE AND PACKING LIST, DOCUMENTING, BOOKING SHIPS AND CHECKING ALL THE NECESSARY FILES.
2. FOLLOW UP ALL THE PROCEDURES FROM THE SALES CONFIRMATION TO THE DELIVERY, INCLUDING CHECKING THE FILES AND DEALING WITH THE COMPLIANTS FROM THE CLIENTS.
3. BE FAMILIAR WITH VARIOUS KINDS OF PAYMENT TERMS, DEALING WITH CUSTOMS DECLARATION, PROFILING,AND THE CANCEL AFTER VERIFICATION.
SKILLS:
OPERATE WELL OFFICE SOFTWARES IN TRANSLATION, SUCH AS WORD,EXCEL,PPT, TRADOS, ETC.
2. PASS TEM-8 WHILE IN COLLEGE, HAVE FLUENT VERABAL ENGLISH, ATTENDED MANY FAIRS (CANTON FAIR, EAST CHINA FAIR, ETC) AND NEGOTIATE WELL WITH CLIENTS.
SELF ASSESSMENT:

I AM AN ENERGETIC, ADAPTABLE AND ABLE MAN; I AM SELF-MOVIVATED, REPOND WELL IN HIGH-PRESSURE ATMOSPHERE; I HAVE GOOD PROFESSIONAL SKILLS, GOOD TEAM WORK SPIRIT, HIGH LIABILITY AND ATTRIBUTION AND NICE CHARACTERISTICS. 
