ZIYAN (ZOË) ZHAO
PERSONAL DETAILS
Address: 
14 Paterson Close, Whitebridge  NSW  2290
Mobile phone: 
0422 036478
Email: 
minago917@hotmail.com
PERSONAL STATEMENT

I am an intelligent, hard working and enthusiastic person with excellent English language skills. I am polite and amiable, keen to learn and happy to take instruction. 
Over the past five and a half years I have studied business in both New Zealand and Australia as well as a Postgraduate course in Interpreting and Translation at the University of Western Sydney. 
I am interested in gaining a part time position within any business or language translation and interpreting areas in which I can gain experience and knowledge and may lead to a fulltime position in the future. Through my employment and education history I have already gained experience and knowledge that would prove valuable to any employer. 
EDUCATION

2008 – 2009                Master of Interpreting and Translation

                                    University of Western Sydney

2007 – 2008
Master of International Business 

University of Newcastle, Australia

2003 – 2005
New Zealand Diploma in Business

Massey University of Wellington, New Zealand

RELEVANT BUSINESS STUDY
· Trade and Investment
· Business Environment and Strategy

· Cross Culture Negotiation and Mgt
· Contemporary Global Marketing

· Economics of Competitive Advantage
· 
Corporate Governance and Social Responsibility
· Business Japanese 

· Small Business Management

· Advanced Computer Skills
· Accounting and Finance 

COMPUTER SKILLS

Very competent with much experience in the use of programs such as, Microsoft Word, Excel, Access, PowerPoint, Outlook, Explorer, MYOB and Adobe Acrobat. 
EMPLOYMENT

Date:  2008
Chinese tutoring

Newcastle, Australia 

Duties:  Tutoring Mandarin in conversation and simple written forms at an adult level.
Achievements:  Developed a passion in teaching language as well as improving my English language skills.

Date:  2006 – 2007
Customer Support Officer

ORTIC Furniture Company, Beijing, China

Duties: Customer service, making and receiving phone calls, recognising customer needs, processing orders and organising deliveries.
Achievements:  Gained a detailed understanding of clientele needs, and developed problem solving skills through experience.
Date:  2005 
Part-time Waitress

HongTu Chinese Restaurant, Wellington, New Zealand

Duties:  Customer service, taking orders and table service, cleaning restaurant.
Achievements:  Improvement in customer service skills and communication.
Date:  2004
Part-time Cashier

A-mart Chinese Supermarket, Wellington, New Zealand

Duties:  check-out duties, cash handling and till operations, EFTPOS and credit services. 
Achievements:  Experience with handling cash and customer service.  Developed skills in serving customers of different cultural backgrounds.  Further improvement of English communication skills. 
OUTSIDE INTERESTS

Chinese language tuition:  I have found tutoring Mandarin to be challenging, teaching proper pronunciation of tones is very important and can be extremely difficult for students to pick up.  I have great satisfaction in seeing those I have tutored progress with the language. 
Other interests include travel, music, arts and crafts

REFERENCES

Russell Wilson
14 Paterson Close Whitebridge  NSW  2290


Phone:  0414 877 252 
Robert Williams
Justice of Peace

Phone:  0412 409 999

Qingtao Ge
Manager, ORTIC Furniture Company

Phone:  0086-13701178360
