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Muc tiéu nghé nghiép

T6i mong mudn (ng tuyén vao vj tri Nhan
vién Hanh chinh Van phong dé phat huy
kha ning sap xép, to chirc cong viéc va xdr
ly céc thu tuc hanh chinh mét cach chuyén
nghiép. Noi ma tdi c¢d ¢d thé hoc hoi nhiéu
kién thirc va kinh nghiém tir d6 nang cao
ki nang dé cd thé ho trg doanh nghiép van
hanh tron tru, dong thoi hudng dén viéc
phat trién thanh chuyén vién hanh chinh
cdp cao trong twong lai. Muc tiéu 3 ndm
t6i sé la chuyén vién hanh chinh, muc tiéu
5nam la Trudng bo phan Hanh chinh hodc
Quan ly véan phong.

Ky nang

Tin hoc van phong

Str dung thanh thao, am hiéu hai ngon
ngir: tiéng Viét, tiéng Trung
[

o Hoc van

CHUYEN NGANH NGON NGU' TRUNG QUOC 2022 - 2025
Trudng Dai hoc Phi Xuan
GPA: 3.82/4.0
@ Kinh nghiém lam viéc
THUC TAP SINH HANH CHiNH VAN PHONG 4/2025 - 7/2025

CONGTY A

+ Quan ly ho so, cong van, hgp dong.
« Sap xép lich hop, 1am bién ban cudc hop.
« HO tro dich thuat gidy to, email, van ban tir tiéng Trung sang tiéng Viét va nguac lai.

CONG TAC VIEN DICH THUAT TIENG TRUNG 12/2023 - 9/2024

CONG TY X

« Dich bai mo ta san pham trén san thuong mai dién ti (Taobao, 1688).
« H6 trg dich email, tin nhan trao d6i véi nha cung cap Trung Qudc.
« Lam viéc linh hoat theo tirng du én, rén luyén k§ néng dich thuét thuc té.

@ Giai thuong

2024  Sinh vién 5 tot cap truong

2024  Giai nhat cudc thi Gido vién Trung tam My Dirc trong tim t6i (bang tiéng Trung)

2023  Giai nhi cudc thi rung chudng vang Han Ngir cua trung tdm ngoai ngitr My Dic
@ Ching chi

2025 Ching chi HSK5

2022  Chdng chi Tin hoc vén phong

o Hoat dong

- Tham gia hoat ddng tinh nguyén do trudng Pai hoc Phii Xuan t6 chic.

- Tham gia cudc thi rung chudng vang cap truong.

« Céc cugc thi Han Ngir cua trung tdm ngoai ngit: Cudc thi rung chudng vang Han Ngit
do trung tdm ngoai ngir t6 chirc, Cudc thi Gido vién Trung tdm M§ Dirc trong tim t6i

(béng tiéng Trung)



Str dung thanh thao cong cu dich thuat:
Trados, SDLX, Transit
|

Quan ly thai gian

S& thich

e Tim hi€u van hoa

e Docsdch

e Didulich
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