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      Jingjing D

      
        Business Major with 8 Years' International Experience
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Administrative Services Manager
          	
            Location:

            
              Somerville, NJ
            
          	
            Education Level:

            Master
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    Business graduate with 8 years of business experience in different cultures (EURO, HK, JPN & US) across a number of industry verticals including Petroleum & Energy, Engineering, and Consumer Goods Manufacturing and Hotel management. I am highly motivated by a challenge, continual development and enjoyment of my work.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	City of Alliance	

				(Confidential)

				1/2007 - 5/2007


    

    
  

  

  

  

  





  Accomplishments

  
    Highlights:

    Human Resources and Administration Management in multi-national engineering company
working experience in US, Hong Kong and China
Accounting Knowledge

    
      Companies I like:

      International business expanding or tend to expand business in Asia

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	Executive Assistant
	Accounting
	Financial
	multi-national
	Chinese
	Hong Kong


    

    
  

  
    

    Responsibilities

    
      Executive Assistant to CEO,
budgeting, cost analysis, financial reporting, travel arrangement,
business development, supplier sourcing.
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