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SUMMARY

Motivated professional with excellent management skills and demonstrated ability to solve problems and identify opportunities for process improvements; Excellent analytical and research ability; Recognized as successful assistant to Directors and effective communicator. 
EDUCATION
LA TROBE UNIVERSITY, Australia

2010-2011

Master of Business Administration
FOREIGN TRADE UNIVERSITY, Hanoi, Vietnam

                                                                      2002-2006
Bachelor of Art in Economics, Major in Foreign Trade Economics

NATIONAL ECONOMIC UNIVERSITY, Hanoi, Vietnam

 General Accounting Certificate, 
JAPANESE ORGANIZATIONS
Management skills
EXPERIENCE
GLOBAL MANAGEMENT LABORATORY VIETNAM                                                                     2007-2010
Position: General Director Assistant, Board of Directors Secretary. Report to GD.
· Board of Directors support
· Executing Board of Directors meeting (preparation and interpretation - English and Vietnamese, taking minutes), dealing with important shareholders
· Making financial plan and budget (Report for fiscal year in terms of sales and expenses, Plan for the next year), giving support to GD to report to Board of Directors.
· Marketing and sales management: 
· Researching customers through internet, VCCI, VJCC  and making partnership with  big state owned organizations (EVN, VNPT, Smedec…)
· Meeting with customer management to introduce products and services
· Preparing contract (following international standard in both Vietnamese and English) 

· Supporting General Director to select trainers and consultants for every project, scheduling and following up projects.

· Marketing solution: Advertisement on media, website maintenance.
· HR and GA management

· Ensuring smooth operation in Hanoi and HCM’s office
· Brain storming to solve problems happens in HR and GA and Accounting to give the best solution to General Director, QCDMS analysis
· Interviewing and supporting recruitment.

· Finance and accounting management

· Controlling money flow and budget
· Giving support to accountants to set up accounting system

· Working together with auditor for company’s audit activity

· 3 month - project leader (300 million VND)

· Making project proposal and presenting to customer

· Conducting project by working with customer’s teamwork and local authority

· Conducting training course at customer’s site (partly)

· PDCA reporting to customer’s management

· Organizing seminar, training workshop at hotel, customer’s site or in office

JPK CO., LTD (Malaysia Manufacturer)                                                                                         2006-2007
Position: Marketing and Sales Executive  
· Standing in the front line of the company in order to get new projects to the company by:

· Connected with the existing customers to find out new projects
· Researched market on every related industry to find potential customers in almost provinces of the northern area of Vietnam
· Negotiated with customer to get project
· Worked with a team including Production, QA, Planning, Purchasing staff to carry project
· Was in charge of project from beginning to the end of project.  

· Maintained the good relationship with the existing customers & replying complaint from customers (if any)

· Acted as market connection person between company and related industries

· Studied the industrial competition situation to provide prompt solution to the company management.

· Made monthly sales report and marketing key performance report to the operation manager

· Did all assigned tasks by General Manager and Marketing Manager.

TOKYO LINK CO.,LTD,  & TRANG AN CO.,LTD                                                                     2003 - Present                                                                                                      
Part time interpreter, translator (English – Vietnamese)
Reference:

Furnish on request
