[He rui qun]
[C1 802 Xiangjing Garden Huangshi Dong Lu ,Guangzhou China]
[510425]
Phone No.:  (8620)86469418;        Mobile Phone No.: 13650718826
E-mail address: Ruiqun.he@otis.com or Janicehe@163.com
Rate: $0.04/word

Professional Experience

From June 1997 to Present
[Guangzhou OTIS Elevator Company Ltd.]
[Translator]. [Mainly translate technical documents of Field Engineering Department, such as Installation Manual, Adjustment Manual and Working Instructions of all types of elevator equipments; Sometimes help other departments with their translation work, such as sales and installation contracts, ISO documents, bid documents, IT, management and training materials etc. I can translate both from English to Chinese and Chinese to English with efficiency, and be familiar with office software.)

October 1995 to October 1996
[Guangzhou Liantai Trade Company Ltd.]
[Office clerk]. [Documents management and daily office work.]
 July 1991 to September 1995
[Shenzhen Guangli Furniture Manufacturing Factory]
[Office clerk]. [Mainly followed up the progress of products manufacturing]
 
Education
1996 to 1998 & 1998 to 2001

[Guangdong University of Foreign Studies]
[Got the diplomas by taking the National Self-education Examination]
 Training
Elevator Introduction; Elevator Installation; Escalator Introduction; Effective listening; Business Presentation; Social Etiquette; Probing; Time Management; Goal Setting; 5S &ACE; ISO9001: 2000 Internal Auditor Training; Outdoor Team Work Training etc.
 

