RESUME

One-stop base for any language need related to VIETNAMESE
* An independent language technician (translator/interpreter/writer/editor/proofreader) of English & Vietnamese

* An active dedicated coordinator who can arrange qualified resources for any language pairs related to Vietnamese 

(English-Vietnamese, French-Vietnamese, German-Vietnamese, Russian-Vietnamese, Thai-Vietnamese, Spanish-Vietnamese, 

Italian-Vietnamese, Chinese-Vietnamese, Japanese-Vietnamese, Korean-Vietnamese, Arabic-Vietnamese, Dutch-Vietnamese…) 
Charge is at competitive freelancer rate. This is based on strong negotiation and partnership during my consecutive years involved in the industry and local market.

* HIGHLIGHTS ON LANGUAGE EXPERIENCE (2005 - Present):

1. Background: experienced in handling writing/translating projects, interpreting assignments both on freelance basis and in-house as well. 

*  Writing: web content, company profile, sales / marketing material, introduction, letter, essay, review, others…

* Translation: translate a variety of document types: web content, annual report, brochure, marketing materials, training document, legal document, contract, questionnaire, article, technical document…

* Interpretation: work as in-house interpreter and independent interpreter at some events:  

+ Education fairs & seminars

+ Market research surveys/interviews 

+ Business meetings, business/travel escort 

+ Factory tours/visits, city tours, social affairs

+ Conference interpreting

+ Internal meetings 

* Typical projects / assignments: 
- ESP Ltd: 3rd party independent interpreter 

- TRANE & Baker Botts (UK): 3rd party independent interpreter 

- Big Word & Kingston: arranging a qualified interpreter to take on

- CWB (Canadian Wheat Board) Annual Seminar

 - Market research projects (translation mostly): NOKIA, BP, WOLKSWAGEN, UNILEVER…

- UK Education exhibitions organized by British Council 

- Factory inspection/audit visits to companies at Industrial Parks

- New Life Ltd.: In-house interpreter & translator cum Personal Assistant to General Director… 

2. Area of expertise: dealing with all subjects 

3. Services: Translating, Interpreting, Writing/Copywriting, Editing, Proofreading, Review, Checking, Verifying, Subtitling, Voice-over, Transcription, Video/Audio Transcript, Market Survey, City Tour, Business/Travel Escort, Oversea/Local Assistant, Social Affairs…

4. Rates: competitive

CONTACT INFORMATION
	Full name:
	TRINH TU KIM

	Gender:
	Female
	Address:
	Binh Thanh Dist., HCMC, Vietnam

	Date of Birth:
	27 June 1982
	Email address:
	tukimtrinh@yahoo.com  ;  kimzheng2891@gmail.com   

	Contact No.
	+841669222340
	Skype:
	tukim.trinh

	URL:
	http://www.proz.com/profile/1456324


EDUCATION BACKGROUND
	09/2000 – 10/2004
	HCMC University of Foreign Languages & Information Technology (HUFLIT) - Bachelor 
- Major in English & Business Administration
- Graduated in the top 50 of Foreign Language faculty, 2000-2004 course

	05/2003 – 08/2003
	Huy Hoang Informatics - HCMC, Vietnam, Certificate 
MS Offices: Windows, Word, Excel, Access, Outlook, Power Point, Email, Internet 


EMPLOYMENT HISTORY
	11/2014 – Present

Duties:
	Independent Business in Language Services, Biz Dev & Business/Travel Support

	
	Position: Language Technician, Language Coordinator & Business/Travel Assistant

	
	- A writer: writing web content, marketing material, company profile, introduction, letters, reviews, upon topics…
- An active independent translator, interpreter, tutor (English-Vietnamese)
- A dedicated language coordinator who can arrange qualified resources / language technicians for any language need related to Vietnamese
- Business/Travel Support services (e.g. local, overseas, EA, PA, business escort, travel escort, city tours, social affairs…)

* Voice-over and copywriting: I'd like to challenge myself in this challenging work, somehow based on the background in language services and writing.  

	08/2013 – 09/2014

Duties:
	RED BULL (Vietnam) Co., Ltd. (Thailand)

	
	Position: Secretary to Board of Directors (BOD) cum Translator 

	
	- Translate documents (business letter, invitation, article, contract…) related to the BOD, General Director (GD)
- Make weekly working schedule for the GD; Book air-tickets for the GD 
- Convey and receive info between the GD and the Staff for a variety of matters 
- Apply for some programs organized by Government or business associations to remain the Company image 
- Handle the Company’s mailbox (mailing, email center) 
- Compose and reply letters upon GD/BOD request 
- Check / verify contracts case by case 
- Handle / screen incoming phone calls, mostly international calls or from foreigners 
- Join BOD meetings upon request and take actions accordingly 
- Take care of air-ticket / accommodation matter for the Company guests at times 
- Flexible assignments from the GD/BOD 
* ISO project: assist Production department to standardize, verify and translate all their documents under ISO 9001:2008 requirements

	01/2011 – 07/2013

Duties:
	Independent Biz associated with GALLERIA DI IMMAGINI Co., Ltd. 

	
	Position: Language Technician, Language Coordinator & Trade Promoter

	
	* Research and build the independent business in 
1. Language Services: a flexible language technician (translator, interpreter, writer) on freelance basis and a dedicated language coordinator, interacting actively on language portals worldwide. 
2. Internet  activities: a member of PTC/GPT/B2B/Social Media sites & Online Survey panels worldwide, getting familiar with digital marketing: Content, Networking, Social, SEO/SEM, PPC, Display, Email, Blog …

3. B2B Transaction & E-commerce: Sales Rep (for Galleria Di Immagini) and Purchasing Agent (for oversea firms) 
4. English Tutorial: tutoring some groups of students.

 * At Galleria Di Immagini Ltd.: handle various issues of a start-up company: sales / business development, customer relations, staff recruitment … Especially, acting as an active Sales Coordinator & Trade Promoter who takes care of all business transactions and develop the company's business (Trading and Exporting Granite stones and Handicrafts) through E-commerce, international trade, B2B transaction, interactive marketing... 

	11/2009 – 12/2010


	KANEPACKAGE Vietnam Co., Ltd (Japan) – HCMC

The company provides its clients with consultancy and solutions regarding to packaging matters.

	
	Position: Executive Assistant cum Interpreter at Representative Office

	Duties:


	* Business scheme to assist:  
- Take care of existing customers in Southern Vietnam

-  Build up a network of qualified suppliers / business partners based on customer need. 
-  Develop new accounts in Southern Vietnam: acting as a flexible sales coordinator and sales executive 
* Also, to assist or coordinate with all departments of the Head Office in Hanoi and the Group (in Japan, Thailand, China, Philippines…) for some kinds of issues, e.g. follow-up, making samples, placing order, negotiating for better corporate price, preparing quotation, quality control, delivery, petty cash management… 
* Besides: 
- Interpret/translate upon business need
- Secretarial/office work to keep all the activities of the Rep Office running smoothly
- Weekly report to management 
- Special care on management staff upon their business travel (interpreting, scheduling, organizing, taking minutes, appointment set-up, travel arrangement ...)
- Visit customers and business partners upon business 
- Multi-task handling and problem solving…
( Highlight: handle actively and independently every affairs of the Rep Office all by myself.

	07/2007 – 10/2009
	B.E.S.T. Localize Co., Ltd (US) - HCMC 

(This is the first and only localization consulting and management firm in Vietnam and Indochina, specializing in language solutions which 1,100+ clients worldwide (included Fortune 500) rely on.

	
	Position: Client Services Officer & In-house Translator

	Duties:
	- Handle call-in / walk-in / email-in clients: qualify client need to give them proper language solutions.
- Prioritize senior staff/decision-maker from MNCs and corporate accounts (K-C, Unilever, P&G, BASF...) 

- Work on project: coordinate with internal departments (Project Management, Resource Management…) and the Clients to run and accomplish each project successfully.

- Handle things related to clients, e.g. customer complaint, objection handling, problem solving... 

- Make sales plan for assigned target markets (e.g. Hotel & Resort, FMCG, MNC, Web Designer…) 

- Sales routine: interactive/direct marketing, prospecting / telesales, email, sales letter, e-dialog, newsletter… 

- Develop new accounts; Meanwhile, remain loyalty from existing clients and appreciate their referrals

- Meet with clients on schedule or upon business need

- Provide Admin staff with details of the deal to make quotations / contracts
- Assist Marketing dept. to make interactive marketing programs (brainstorming, contributing idea, giving comment)
- Get involved in training and motivating new staff 
- Translate sales support materials upon business need 
- Daily/weekly direct report in internal meetings - discuss what to get improved and take actions accordingly

- Oversea assistant service: assist oversea companies having business / office in Vietnam by providing them with our ready-made services and consultancy

(  Achievements: 
+ Within the first 6 months: get more than 20 contracts included the big one valued > USD 30,000 
+ A network of clients from many sources have been built and developed 
+ Get more knowledge and skills of sales, marketing, customer care, project management
+ Get more coordinating, motivating, supervising skills 

	12/2004 – 06/2007
	AMCO Co., Ltd (Vietnam) – HCMC

Provider of Oversea Study and Market Research services 

	
	Position: Executive Assistant to Managing Director & In-house Translator

	Duties:
	Assistant at 2 divisions: Oversea Study and Market Research
* At Oversea Study division (UK Education mainly): 
- Be in charge of developing accounts; Update client database and business transactions in software 
- Customer-oriented: customer service, customer care, customer relations

- Greeting guests; Handling phone calls & emails

- Provide clients with information about the courses

- Instruct clients to complete procedures and register the courses
- Translate and manage documents/files 
- Act as an interpreter at education fairs/seminars
- Support universities/colleges to enroll students
- Coordinate to organize oversea study seminars/meetings 
- Get involved in training and motivating new staff
- Other assignments from the Managing Director…
* At Market Research division (Project based): 
- Translate documents of every market research projects 
- Interpret upon need (e.g. market survey interviews)
- Data entry at times
- Assist in recruiting and supervising part-time staff 

- Get involved in coordinating and arranging the resources
( Achievements:
+ Get promoted to Team Leader at Oversea Study division
+ Get more knowledge of market research & project management
+ Improve translating, motivating, supervising skills


LANGUAGE SKILLS

	Language
	Listening
	Speaking
	Reading
	Writing
	Notes

	English
	Excellent
	Excellent
	Excellent
	Excellent
	Good grade Bachelor of English

	Chinese
	Beginner
	Beginner
	Beginner
	Beginner
	Conversational

	Vietnamese
	Native
	Native
	Native
	Native
	Native speaker


IT SKILL

	- Word, Excel, Power Point, Outlook, Internet, Email, Google search, SEO/SEM, Social Media, Networking..:  at proficiency


OTHER SKILLS
	· Translating & Interpreting: experienced
· Writing: confident; able to write well in good logic structure
· Customer oriented: at proficiency

· Communication skills: confident with some sense of humor

· Online marketing, Sales, Building relationship/rapport, Partnership, Negotiation, Networking, E-commerce, B2B… : active

· Teamwork, Independent work: at high spirit
· Others: confidentiality, result-driven, organizing, coordinating, problem solving, self-motivated, work under pressure, deadline-driven…


ADDITIONAL INFORMATION
	· Manners for work: passionate, active, flexible, independent, dedicated, tough to challenge, learning spirit, open to the new…
· Good habit: reading, thinking, planning, self-study, research… to enrich knowledge and satisfy the varied interest
· Ethic in all relations…


