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	Address: Ngoc Hoi, Thanh Tri district, Hanoi
Tel: 0984 449 125

Email: Tranmui87@gmail.com

	CIRRICULUM VITAE


Tran Thi Mui

Education: 

· Bachelor of Finance and Banking in English (Credit degree) at Hanoi University, 2007-2011
· Bachelor of English  interpreting and translation (Credit degree) at Hanoi University, 2005 – 2009
· Certificate of professional skills, Hanoi University, 5/2009 – 6/2009

· 2016: Attending a special course on Translation and Interpretation skills organized by Sao Khue Talent Accademy

Working experience

	Project:
	JICA project for Improvement of Safe crop production in the Northern region of Vietnam

	Year:
	10/2016-now

	Location:
	108 Linh Lang, Ba Dinh, Hanoi

	Main project features:
	The project aims at improving safe crop production in the Northern region

	Position held:
	Interpreter/ translator/ administration support

	Activities performed:
	· Interpreting in the meetings, workshops, seminars, TOT and TOF trainings,
· Translating documents from English to Vietnamese and vice verse

· Support the day-to-day administration tasks, support organize the workshops, seminars, trainings.


	Project:
	School Education Quality Assurance Program (SEQAP)

	Year:
	02/2015 – 10/2016 

	Location:
	55 Le Dai Hanh, Hai Ba Trung, Hanoi

	Main project features:
	The SEQAP aims at improving primary education quality in Vietnam, decreasing inequity in learning outcomes and increasing the completion of the cycle for primary education students, by supporting the government’s transition to Full Day Schooling (FDS) overall and in particular for a selection of disadvantaged groups

	Position held:
	Translator and Interpreter

	Activities performed:
	· Provide interpretation service in 03 joint review missions with the participation of World Bank and Belgium representatives, MOET leaders and MOET functional department leaders.

· Interpret in all technical meetings regarding training, civil works, Full day schooling, financial management.

· Interpret in many studies under School Education Quality Assurance Program

· Interpret in field trips conducted by SEQAP and World Bank in Hau Giang and Kon Tum provinces.

· Interpret in the workshops held in Hanoi, Ho Chi Minh and Da Nang.

· Translate documents and materials from English into Vietnamese and vice verse;

· Support administration work.


	Center:
	Center of Foreign Language (CFL)

	Year:
	2011 – 2/2015 

	Location:
	Ta Quang Buu, Hai Ba Trung, Hanoi

	Main features:
	Centre provides Toeic, ielts, English communication, English grammar for students of Hanoi University of Science and Technology

	Position held:
	Toeic teacher

	Activities performed:
	· Provide students with 2 major skills: reading and listening of TOEIC tests


	Name of firm:
	Hyundai Engineering and Construction Co., ltd.

	Year:
	7/2011 – 12/2013 

	Location:
	Hanoi, Vietnam

	Main project features:
	Being a leading Korean company in the international construction field, Hyundai is now constructing a 5-star hotel named JW  Marriott hotel

	Position held:
	Assistant cum Translator and Interpreter

	Activities performed:
	· Interpreting in the external meetings between Company representatives (Site manager and administration manager) and material suppliers, subcontractors;

· Interpreting in the internal meetings between site manager and national engineers, between site manager and international engineers with workers;

· Translate all project – related documents including: drawings, description, official letters, business contracts, etc;

· Make and control contracts between the company and the suppliers as well as other material suppliers;

· Manage office equipment maintenance, purchase office supplies and equipment;

· Support purchasing materials in need for construction phases;

· Control office filing system;

· Prepare and manage correspondence (postages, letters, faxes in and out);


Personal Details

· Birth date: 18/04/1987

· Birth place: Nam Dinh

· Marital status: Married with 2 children
· Health: Excellent
Interests

· Eager to learn new experiences

· Travelling

· Making new contacts

· Sport
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