丁文娟, 本科4年，IT公司英语翻译部部长，专八证书                                           


DING Wenjuan 

·  Four years’ Chinese-English translation experience in mechanical industry; 
 English Translation Dep. Manager of an IT company in Shanghai; 
 TEM8 certificate;  

· Cell phone: 15021620726 (Shanghai)  Email: dingwenjuan1126@hotmail.com
● Self Assessment 

Strong English written skills and a high level of analytical and comprehension abilities; 
Aggressive and a real fast learner;  
High responsibility and team-work spirit; 
Can work under great pressure; 
Exceptional coordination and organization skills;
Self-motivated and positive. 
● Employment History 
ETW International  (2009.3- Present)
  Manager of English Translation Group 

ETW International is a leader in its industry, and has a staff of over 300. Due to excellent coordination and organization capabilities as well as translation competence, I was designated as the English Translation Group Leader in the 3rd  month. 
◆ Assign tasks, as well as control and monitor task completion according to task schedule. Flexible and reasonable task assignment contributes to an annual increase by 9% in total translation amount. 
◆ Offer translation quality assessment. Through coordinating with native speakers, our translation quality has been greatly improved over the past years, and the complaint rate is reduced by 3%. 
◆ Translate Chinese texts into English ones, and improve the quality of original English texts. Up to now, I have achieved a total translation of over 1.2 million English words, and have edited and improved over 0.6 million English words.  
◆ Provide staff trainings to novices. Group training and individual training are both offered, making newbies competent within 1-2 months. 
◆ Coordinate with managers of other departments, thus standardizing the work procedures and making work smoother. 


  Shanghai Yuanpei Translation Company 
Account Manager   (2008.12-2009.2)

To exploit new market; 
To maintain relationships with old clients; 
To draft Business Plans for our clients. 

Corpus Editor     (2008.4-2008.12)

To maintain, update and enrich the corpus.  

●Certificates  
    TEM- 8, 

    TEM - 4, 

    BEC2 
· Awards & Honors 
National Encouraging Scholarship 

First-class Scholarships, Second--class Scholarships
    Outstanding Student Cadre 
 Advanced Individual 
