	Resume of Vivian Chen

	Personal Info.

	Gender: Female

	Age:24

	Marital Status: Single

	Place of Birth: Chang de , Hunan

	Mobilephone:18175785567

	E-mail:chenpeng7949@foxmail.com

	Job Experience＆Description

	201106 to 201205:work as Business Assistant at Fila Sport (HK) Ltd. China Representative Jinjiang Office
Job Description:
connect foreign customers regularly
communicate with factory about customers' advice
collect department important data and analysis to file
201206 to 201312:work as Foreign Merchandiser in Cape Robbin Collection(USA), Guangzhou Branch

Job Description:
choose new and fashionable shoe style from market 
connect US customer and get purchase order
make PO/contract/BL such foreign trade document
communicate with factory about product situation
inform forwarder to book CN
account and settle account

	Education&Major courses

	2009-2011:Studied in Changsha University of Science and Technology
Major:International trade 

	2007-2009:Studied in Chang de Girl’s Foreign Language School
Courses:English Translation/Business Coresspondence

	Certificate&Self Accessment

	NO.1:International Business Document 

	NO.2:CET-6

	I am good at Office computer skills such as EXCEL/WORD/PPT/OUTLOOK/PHOTOSHOP


