RESUME
Name: Zhang Qinghua                Gender: Male
Date of birth: Aug., 1976              Nationality: Chinese
Education:  Master of Arts            Major: English 
University: Lanzhou University of Technology and Xinjiang University, China                               
Religion: Islam
Graduation Date：June 1999
Current location: Flat 304, Abudulla Tower 1, Al Nahda 2, Dubai, UAE  

Mobile/Whatsapp：00971 52 1168 156  
Passport No.: ED7632618
Email： ibrahimzqh@gmail.com abrahamhui@sina.cn 
Language Skills: Fluent as a native speaker and writer of Chinese;
Computer skills: Microsoft Office (Word, Excel, PPT)
Title: Translator/Coordinator/Assistant/  
Work Seniority: Over 15 years 
Work Experience and Achievements (For translation, please see the highlighted area in green)：
1. Dec. 2016 – Jan. 2020 
Compliance Assistant/Translator for CEO and Compliance Department Head at Oriental Pearls Real Estate Development LLC, Dubai, UAE
Providing internal and external coordination, linguistic and administrative support in correspondence and payment, inclusive of:  
· Selecting the important information in the daily emails from external parties, translating and reporting to CEO and feedbacking to external parties as per CEO’s comments accordingly; 

· Forwarding the comments of CEO to relevant departments for their review and action; 

· Reminding some errors found during translation in the original contractual and legal documents, to Head of Compliance for correction; 

· Reminding relevant departments of some issues especially pending payments to vendor, contractor and supplier, to follow up with Finance Team; 

· Coordinating CEO, Compliance Team and User Departments for some contractual issue and facilitating the agreement to be amended, signed and stamped; 

· Assisting team members to complete the overall list of pending payments and translating to CEO; 

Translating legal, contractual, technical, marketing and sales documents, including Specifications, Tender Evaluation Reports, Letter of Acceptance, Letter of Intent, Sales and Purchase Agreement (SPA), brochure, investors’ guide and other documents for Legal Team, Department Head and CEO.
Assisting documentation inclusive of Request for Approval and Cash Request Form and other documents based on the substantiation of departmental professionals. 

2. Dec., 2014 - Dec., 2015 
Beijing Huayou Senior Engineering Supervision Co., Ltd (Project Management Consultancy service); Workplace: Niger, Africa
Project: Agadi Oilfield Surface Facilities Development, Niger, Africa
Bilingual Support (Document Controller/Translator)
Preparing documents: Preparing monthly man-hour invoice and supporting documents for PMC (Project Management Consultancy, including payment request and its approval) according to the terms of remuneration clauses in the Contract; 

1) Document control: Collecting and checking as-built documents (in English and French) of 8+1 Infill Well Works according to weight of construction works; assisting Engineering and Construction Department of the Client to evaluate, organize, classify, scan and archive documents of oil projects, including Petroleum Road and Agadi Oilfield Surface Facilities Development;

2) Translating important correspondence, assisting colleagues (including Niger colleagues, laborers and staff of Ministry of Energy and Petroleum); incoming and outgoing document management, writing minutes of meetings and doing administrative work. 
3. 2013/07 – Nov. 2014 Freelance Translator; Work place: China
Working for Mongolia Energy Company: translating the bid document and bid evaluation document of the Camp construction; Camp Construction Agreement, Haulage Service Agreement, Contract Review Results, Bid Evaluation Report and Guideline, Construction Contractor Agreement; Mining Agreement. Review the construction schedule report and project budget.
4. 2012/10 -- 2013/06 
Kryso Resources Limited (U.K-based Company) | Workplace: Tajikistan
English and Chinese Translator
Company Size： |Job Description:

1) Coordination and administrative works, including liaison with internal and external parties;
2)Translating documents for mining, drilling and chemical analysis; road construction; minutes of weekly meetings; monthly construction plan; equipment & materials and their delivery status; technical documents (including plan and statistics); external power supply; emails; taxes, financial audit and monthly fund plan; construction works; laboratory; quotation and procurement for materials and equipment; avalanche treatment plan; fund budget and investment plan, and general administrative affairs. 
5. 2011/11 - 2012/04 MCC-JCL 
Aynak Minerals Co., Ltd. Workplace: Aynak site, Afghanistan
English and Chinese Translator
Job Description:
At Aynak site, Afghanistan, I mainly performed following duties:
1) Official documents and non-official documents work: incoming letters from Afghan Ministry of Mine and Ministry of Finance, Tongsin Company and MCC in China; collecting material demand information and producing the monthly form of office and logistics items; making Work Contact Forms for purchase and non-purchase (including urgent forms); Capital Application and Estimate; the Company's outgoing document; documents to Ministry of Mines or Ministry of Interior Affairs and the others; 
2) Translating the contract (involving finance, auditing, project construction, construction project payment, license of importing equipments and raw materials, wireless communication device, logistics materials, contract amendment, many kinds of payment application forms and others. 
3) Assisting work and Business contract: checking relevant data for land compensation, organizing incoming and outgoing historical documents for cultural relics excavation and land acquisition, archives management and others.
6. 2009/04--2011/02 
Beijing Hongfu Construction & Engineering Corporation, Libya Branch; Workplace: Libya
English and Chinese Translator
Job Description:
Name of project: Construction and design of 5,000 units of housing at Jandobah and Katis sites, 
1) Officially submitting all kinds of documents (including submittal) to Construction Management and Construction Supervision (CM/CS); 

2)  Accompanying CM/CS inspectors to check construction works on site; 

3)  Helping to organize monthly attendance sheet for Bangladeshi workers.
4)  Translating daily e-mails sent by Construction Management and Construction Supervision (CM/CS); 
5)  Assisting to organize and submit Weekly Quality Report;
6)  Translating technical drawings; Quality Management Plan and Safety Management Plan; Monthly Report and Technical Report; serving as interpreter at weekly progress meetings. 
7. 2006/10 -- 2007/11 
Worksoft Creation Software Co., Ltd (Shanghai Branch); Workplace: Shanghai, China
English and Chinese Translator

Job Description:
Translator at Worksoft Creation Software Co., Ltd (Shanghai Branch), Localization Unit. The source text is from IBM newly published software. Number of words translated: more than 500,000. 
8. 1999/07 - 2006/08 Lanzhou University of Science and Technology and Xinjiang University; Workplace: China 
English Teacher
Job Description:
College English Teacher in China to non-English Majors at Lanzhou University of Technology (1999-2003, full time), Xinjiang University and Xinjiang College of Science and Information during postgraduate study period (2003-2006, part time) to improve students’ English speaking, listening, reading and writing skills.
