NGUYEN VĂN B
Address:
Phone number: 
Email: 
JOB TARGET: 
To contribute to an organization and learn new things when working to accumulate much more experience for future promotion
PERSONAL INFORMATION:

· Date of birth:            

· Place of birth:           

· Gender:                     

· Marital Status:          
· Health:                      
           EDUCATION

· 2006 – 2010        HUFLIT University – Bachelor of Art

Major: Foreign Languages (Office Administration)

      2010                    Short courses at University of Economics and Law
                            
 (Course of Accounting and Course of Secretary)
· 2002 – 2005        Long Khanh High School

EMPLOYMENT HISTORY

· Mar 2011 – Present:     Project secretary, Chan Phuong Engineering JSC
Responsibilities
· Filling

· Transmitting letters

· Composing documents

· Writing and translating Meeting Minutes into English

· Dealing with correspondences
· Sep 2010 – Feb 2011:  Secretary, SunResort Vina Co., Ltd.
Responsibilities
· Translated documents in English and vice versa

· Filed outgoing and incoming correspondences 

· Composed and prepared routine correspondence
· Having tutored high school students and middle school students in English for four years
· At university:

· Managed a small trade fair with friends in university

· Organized a conference for 150 people

CAPABILITIES

· Working independently 
· Maintaining good relationships with everyone

· Having responsibility and work well in group

· Ability in communicating and persuading the other

· Writing and speaking English well
· Having elementary knowledge of Japanese

· Composing and revising routine correspondence

· Handling high-pressure situation and deadlines

· Having good knowledge of Microsoft Office
INTERESTS
· Reading books and novels
· Watching television
· Listening to music

· Travelling

