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PERSONAL DATA
English Name: Jenny Huang                                                                   

Marital Status: Single                                       

Date of Birth: 15 October 1981

Nationality: Indonesian

Address: Jl. Tenggilis Mejoyo No.127, Surabaya
Cell Phone Number: +6287793474534
Email: ciau1510@hotmail.com
Height: 175 cm

Weight: 51kgs

EDUCATION

Soochow University, Taiwan
Bachelor of Business Administration in International Business 
AFFILIATIONS

Soochow University Overseas Chinese Association

Youth Hub

NCF Foundation

CERTIFICATE

TOEIC Score:740

CPT (Chinese Proficiency Test) Advanced Level
LANGUAGE SKILLS

Indonesian

English

Chinese
Cantonese

COMPUTER SKILLS

Microsoft Office –Word, Excel, Power Point

WORKING EXPERIENCE
Analog Way – Office Manager, Singapore (Nov 2008-Jul 2012)

-Overall in charge of the administrative functions of the office and secretarial support to the Managing Director
-Handling all orders and shipping matters (inbound & outbound)

-Handle customer’s product enquiries (Asia Pacific area)

-Weekly and monthly reporting on inventory

-Generate invoices and payments (doing simple accounting and book entry)

-Marketing duties like arranging of catalogues, brochures from HQ and advertisement or exhibitions in overseas/local aspect
-Conduct product demonstrations, road shows, seminars and training with distributors

-Recruiting and hiring new staff.

Taipei Economic&Trade Office – Secretary of LO, Jakarta (Jul 2007-Jun 2008)
-Indonesian-Chinese and Chinese- Indonesian translator (verbal and non verbal)
-Arrange daily agenda

Bina Nusantara University – Part time Chinese lecturer, Jakarta (Sept 2007-Jul 2008)   
-Teach “Negotiation Business” and “Chinese Conversation III”
Radio Pas Fm 92.4 – Sunday Mandarin Announcer, Jakarta (Apr 2007-Apr 2008)   
-Announcer for Sunday mandarin program “Talk About Love” and “Request Time”
Chewink Corporation – Junior Secretary, Taiwan (May 2004-Oct 2006)
-Take care of order

-Arrange shipment 
-Correspondence with customer and factory

-Developing new customer

