Mo Yong Xin (Gudkova)
	Email
	
	Mobile

	real_permlessgirl@hotmail.com 

real_permlessgirl@yahoo.com.hk
	
	   (852) 68434256 (Hong Kong)
    (7) 950-253-0868(Russia)


OBJECTIVES
·   Aims at freelancers positions;
·   Pursue the career field which could utilize my language proficiency in Chinese, English and Russian;
·   Pursue my career further with the foundation built in 4 years of working experiences in education, customer services and administration in government and private sectors;
EDUCATION HISTORY   (Reversed chronological order)
Sept, 2015 – Sept, 2017        Northern Arctic Federal University – Barents Sea 
                           Северный (Арктический) федеральный университет
                           Master of Linguistics: Foreign Languages Education
Jan 2014 – July 2014          Altai State Technical University- Russia 
                           «Алтайский Государственный Технический Университет»
                           Diploma of Russian Language (Level A2*) – Excellent (Отлично)
                           *(Level for university study in Russian Federation)
2007 - 2010

Lingnan University – Hong Kong



Bachelor of Arts (Hons) in History- Upper Second Class Honour

   Cumulative Grade Point Average: 3.15 out of 4
Mar 2009 – Jul 2009          FH Kufstein Tirol University of Applied Sciences – Austria

IEP Outgoing Exchange Student for Spring Term 2008-2009

Cross-Cultural Business Management/ILV



Language of instruction: 20% German, 80% English

2000 - 2007
:
True Light Girls’ College – Hong Kong
                           Secondary school education- Form 1 to Form 7
WORKING EXPERIENCE (Reversed chronological order)
16 Mar 2014 – now:           Tuen Mun Government Primary School 
                            Teaching Assistant (Contract) 
                           -Assisting design and making teaching-materials for government teachers; 
                           -Disciplinary monitoring on classes of primary students; 
                           -Events and activities co-ordination, transport itineraries bookings; 
                           -Ad hoc clerical or teaching- co-ordination tasks

Dec 2013- Oct 2014:          Studying Russian course in Russia    
12 Marc 2013- 11 Dec 2013:    The Government of HKSAR 
                           Development Bureau, Division of Legal Advisory 

                           Legal Assistant (Contract by Advance Resources Personnel) 
· Maintaining database and implement researches on designated legal firms, solicitors, barristers, arbitrators as well as counsels for the litigations in briefing-outs projects of public infrastructures and works
· Drafting letters/ email correspondences in both English and Chinese to internal divisions and external counsel & law firms 

· Drafting financial certificates for senior counsel and Department of Justice
· Administration tasks: calculating costs of legal advices and disbursements in briefing-out projects; checking documents for approval 

· Ad hoc tasks assigned by government counsel 
3 Sept 2012- 1 Mar 2013:          Healthbaby Biotech (HK)

                         Customer Service Officer 


· Administration task: updating customer feedback survey, contracts checking, maintaining documents for customer database.

· Drafting replies for enquiries via email.

· Handling incoming calls: enquiries by potential customers, explaining the storage plans and discounts; sales / agents referral; updating customer's database via calls; handling requests for cord blood/ cord collection. Maintaining good relationship with members and assisting in member's activities.
Mar 2012 – 31Aug 2012
:
    Hong Kong Examinations and Assessment Authority


    Examination Administration Assistant (Contract till 31 Aug, 2012)

· Handling call-centre and administration tasks for various public exams (e,g HKDSE, HKAL, HKCEE, LPAT, TPP, IGCSE/GSE) and drafting proper correspondences to the enquiries from different kinds of stake-holders such as school candidates, private candidates, exam centre supervisors, invigilators, exam markers, teachers, parents as well as the general public via E-mail and phone in patient and professional manner.

· Identifying the needs of the stake-holders and routing candidates’ requests to relevant parties for prompt follow-up action.

· Investigating exam irregularities and drafting sorry letters to the concerned candidates.
Jul 2011 – Mar 2012:

   HSBC Group, Hong Kong Phone Banking (PHB)


   Customer Care Officer
· Serving as first point of contact, fielding and routing requests and enquiries via inbound calls from premier customers with highly polished professional image.

· General bank transactions: HKD/Foreign currencies fund transactions; time deposit setting up; quoting payments and transaction history.

· Exceptional interpersonal and team building with an aptitude for building rapport with a diverse range of clients, senior executives and colleagues; talent for quickly resolving issues prior to escalation.

· Recognized for calmly and efficiently executing multiple, competing tasks within dynamic, service-focused environment.
· Multi-tasking while remaining professional and courteous in fast-paced environments.

· Identified opportunities for cross-selling of value-added bank products and services.

Aug 2010 – Jul 2011:
Chartersince Realty and Surveyors Ltd.

Administration and Marketing Assistant
· As the organization’s single-person word processing department, provided document management support to 90+ corporate employees in areas of correspondence and marketing projects in HK/Kowloon Commercial buildings.

· Efficiently and accurately recorded data of company search, ownership assignment as well as tenancy registration.

· Maintained good database for customers and landlords as well as the contact history by properly following batch control procedures.  

· Drafting monthly market reports ads in newspaper and website stocks within tight deadlines.

· Improving client relationships by creating a customer feedback database that helps to identify marketing strategies and provide better customer service.

· Handling customers’ enquires on stocks and transaction information of properties.

CERTIFICATIONS   (Reversed chronological order)

	June, 2014
	Diploma of Russian Language-Level 2 
Altai State Technical University
ОТЛИЧНО (Excellent)

	Jul- Aug, 2011                             
	Insurance Intermediaries Qualifying Examination 
Paper 1, 2 & 3- Certified

	2011
	Estate Agent Qualifying Examination
Estate Agency Authority 2011-Pass

	2010  
	Common Recruitment Examination (CRE)
Chinese Language- Level 2 

	
	Basic Law Test (BLT) -80%

	2009
	International English Language System (IELTS)
Average Score: 6.5/9

	2007                                     
	Hong Kong A-Level Examination 2007                 UE (Use of Eng.): C, 
CLC (Chin. Lang. & Culture): D, History: D,
Liberal Studies: D                     

	
	Hong Kong Certificate Examination 2005 & 2006                                            Eng. (Syl. B): C*, Chin: D, History: B, Geog.: B, Chinese. Hist.: C, 
Comp. & Info. Technology: C, Econ: D, Maths: D                          (* 2006 CEE Re-sit: English Syl. B)



SKILLS
Languages: Cantonese, Mandarin, English, Russian

Computer Literate: Microsoft Word, Excel, Access & PowerPoint; Chinese characters typing, 

Iphone and Android
AWARDS

Russian Federal Quota Scholarship (Northern Arctic Federal University 2015)
Li & Fung Scholarship, Lingnan University (2009)

Certificate of Appreciation, Lingnan University (2007)

Certificate of Service, True Light Girls’ College (2006)

AVAILABILITY                                           Immediately available
SALARY EXPECTED                                   above $ 50 HKD /hour
