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	Name
	Duan Lei
	English Name
	Tony
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	Date of Birth
	2th,june,1980
	Gender
	Male
	

	Ethnic Group
	Han
	Height
	178cm
	

	Place of Birth
	Taian, Shandong
	Marriage Status
	Unmarried
	

	E-mail
	kefanke@163.com
	Telephone
	15133053587
	

	Address
	No. 34, Building Geng, Courtyard No. 2, Baiwanzhuang Street, Xicheng District, Beijing
	

	Skills
	Language:
1. Skillful and proficient in English with excellent British accent in spoken English; also familiar and good at writing, translation and interpretation; without difficulty in communication and easily take English as working language.
2. Learn French as the second language and Italian by myself and have certain skills in communication; know a little Spanish.  
Computer: Familiar with Microsoft Office and good at using search engines.



	Work Experience
	Mar. 2010 - Sep. 2010   Beijing Aoji Education Consultancy Co., Ltd. 
Document Clerk
Duty: 
1. Cooperate with the consultant and help the clients with their immigration plans. 
2. Fill the application forms for the clients.
3. Communication with the clients and guide the clients with submission of materials.
4. Translate some materials submitted by the clients into English.
5. Follow the process the immigration cases. 
6. Learn some recent programs on investment immigration to the USA.
Achievement: 
1. Provided with hard-working spirit, vigorously seek for solutions to any problem and make orderly plans.  
2. Sensitive to new information and seize the useful contents. 
3. Cooperate well with colleagues with good cooperation and time management ability.
4. Also gain a lot of knowledge related to the business of the company.


	
	Mar. 2008 - Feb. 2010   Global Visa Group   English Translator
Detail: Translate the materials for investment immigration 
1. Translated education and marriage certificate, housing property certificate, commercial housing sales contract, labor contract, capital verification report, audit report, housing assessment report, article of association of the clients' companies, business license and different forms and receipts. Also wrote personal articles for clients. 
2. Interpreted for the Canadian legal counselor of the company. 
3. Participated in the training and exams of the company. 

Achievement: Got a basic knowledge of investment immigration. Familiar with the materials submitted by the clients and gain some skills in translation. Helped deal with 15 cases every month. Provided with basic finance.

	Experience of Translation
	Sports: Beijing Olympic Testing Games in 2007, Olympic products and E-sport. 

Technology: Automobile and motor specifications, tube and telecommunication projects. 

Others: Protocols and exhibition propaganda materials.

	Education
	Sep. 1999 – Jul. 2004   He Bei Indurstrial university  Computer Science

	Practice
	Beijing Xi’an Language Training School   IELTS Teaching Assistant
The Sports Channel of Beijing TV Station  Editor on Internship

	Certificate
	CET4

	Hobby
	Foreign languages and soccer



