LE NGOC TAN
Thuan Nam District, Ninh Thuan Province, Viet Nam
	PERSONAL INFORMATION

Full name        : Le Ngoc Tan
Date of birth    : 16/05/1979
Place of birth   : Ninh Thuan

Material status : Married

Mobile phone  : +84-909798498
Email               : tanskhdt@gmail.com 

	CAREER OBJECTIVE

( Learn more things when working in multinational companies to accumulate much experience for future promotion.
( To be a good staff.
( Try to learning as much as possible and doing my best in order to accomplish my task.

( To have good opportunities to get promotion in my job.
( Develop my skills with development of company.

	EDUCATION

( Hong Bang University International (Bachelor of Economics) (1998-2003)

( Nha Trang University (Bachelor of English) (2010-2014)

	EXPERIENCE RECORD

From January/2010 to present : Department of Planning and Investment
Position                                  : Administrative staff/Assistant Project Manager

Key responsibilities: 

 ( Assist Project Manager in arranging meetings with Client, contractors and design consultants
( Attend the meetings with Project Manager (PM) and other supervisors,take notes of meeting minutes, and deliver to all attendees
( Assist Office Manager with preparing proposal, pre-feasibility and feasibility study, and capability statement to submit to Client

( Translate all documents including technical specification, tender documents and others relating to projects
( Assist PM in liaising with Client, consultants in case of any queries arising from on-going projects
( File all documents relating to the undertaking projects
( Support Client with preparing and issuing tender documents to contractors

	SKILL

( Fluent written and spoken Vietnamese and English

( Computer skills – MS word, Excel, Power Point and Internet

	HOBBIES

( Reading book

( Listening to music

( Traveling




