Resume
Name: Jinhong Sun (Sunny)        Gender: Female

Date of Birth: Sep.11, 1983          Nationality: Han

Native Place: Ningxia (Northwest China)

SUMMARY
· Good at both oral and written English

· Very responsible 
· Favorable team spirit 
· Good communication skills

· Skilled in using office software
· Hard working 

EXPERIENCE
· Dec. 2012 ~ now Free lancer  (translator)
· May 2009 ~ Dec. 2011 Merchandiser 
      Yiwu Partytime Costume Co., Ltd (Zhejiang ) 
· Followed every order from part of big Europe and American clients

· Kept in touch with those clients and report order schedules to them via emails or telephone 
· Made sure every order was completed on time and on the right way as then wanted

· Prepared related documents for them, including orders and shipping orders

· Communicated with clients when any thing was wrong to avoid penalties caused by such

· Worked with other colleagues in shipping department and production department etc., to get every order done perfectly 
· Attended some meetings with clients and the boss

· Went out to the market or other factories with the boss and translated for him or the clients
· June 2005 ~ May 2009  Free Lancer 
(English translator and interpreter) 
· Translated various documents about business, engineering, bidding, instructions etc., 
· Interpreted for businessmen in markets or meetings

· Nov. 2004 ~ Oct. 2005  Translator & Merchandiser 

Zhejiang Ningbo Wuhuan Metal Products Co., Ltd
·  Received and sent emails to target clients 

·  Translated when foreign clients came to visit

EDUCATION
    Hunan International Economics University

　  Changsha, Hunan
　　English Translation & Interpretation, Sep. 2002 ~ July 2005
