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	OBJECTIVE
	Administrative Assistant

	PROFILE
	· Quick learner, years of work experiences

· Independent but also good team player
· Resourceful in languages, arts and crafts

	EDUCATIONAL

BACKGROUND
	National Central University (NCU), Taoyuan, Taiwan
B.A. in English, expected in June, 2010

	EXPERIENCE


	· Assistant, Counselors' Office, TCGS, 2004-2006

General office support
· Assistant, Art Center, NCU, 2007-2008

Exhibit guide
· Assistant, Health Center, NCU, 2007-2009

General office support
· Member, Steering Committee, Annual Campus Cultural Festival, 2007-2008

Stage design, advertising design and poster making

· Member, Student Association, English Department, 2007-2008

Advertising design

	SKILLS
	Computer – oriented

􀂋Operating Systems: Windows 95/98/2000/XP
􀂋Skilled user of Microsoft Office; expert of Bulletin Board System
Languages

􀂋proficiency in written and spoken English

􀂋good command of Chinese (Mandarin), Taiwanese basic skills of Japanese and French
Art designing skills

􀂋 both on paper and on the computer


