Lily Zhang
#31 2703-79 Street, Edmonton, Alberta, Canada. T6K 3Z6 

Tel: 780-800-0351

Email: faithgirl1996@gmail.com

________________________________________________________________________________________________


QUALIFICATIONS:
· Positive "can-do" attitude, resourceful and customer focused. 

· Able to work in an unstructured environment with minimal supervision. 
· Good computer skills and excellent interpersonal communication skills.

· Strong attention to detail and excellent interpersonal communication skills.
· 15 years of progressively responsible experience as a secretary and administrative assistant

WORKING EXPERIENCES:

Hertz Equipment Rental Co.
 



2012.8-‐2013.4
Data Entry Clerk (Edmonton, Alberta, Canada)

· Reviewing and verifying invoices data for account payable procedure

· Managing purchasing related documents in order

· Maintain custom clear documents and invoices

· Generating Tire Tax reports by researching information of all kinds of vehicles tires
Medical Clinic 97






2012.4-2012.6

Secretary (Edmonton, Alberta, Canada)

· Greet patients and agency visitors

· Schedule appointments with patients and hospitals

· Maintain medical records and patient files

· Direct billing and drafting referral letters as doctor’s requires
Motorola Electronics Ltd.




2002.8-2009.3

Administrative Assistant (Beijing, China)
Providing office support that enhances manager’s success and help him to achieve his professional goals. Assisting associates with reliable, helpful and knowledgeable administrative service that allows them to spend more quality time with their assignments.

· Completed office set up to create the working environment.

· Equipped employees to ensure they have resources to work.

· Built up tracking systems for getting good office management.

· Developed solutions and departmental guidelines for cost reduction.

· Established department website for project status updating.


Motorola Electronics Ltd.




1999.5-2002.8

Administrative Assistant (Shenyang, China)

Coordinating with head office to follow up company drove activities. Be responsible for the logistic work for Account Engineering team. Acting as an information center to manager for office administration management. Assisting with engineers to collect product performance data and update project implementation status. 

· Established hardware for starting North Account Engineering Team.

· Increased employee satisfaction by driving Employee Service Committee programs.

· Managed sub-contractors.

· Improved employee communication by issuing E-talk of one edition.

· Established Website.

Motorola Electronics Ltd.




1997.1-1999.5

Secretary (Harbin, China)

Providing the support to Regional Manager on office management and to sales team on a wide range of pre-sales and post-sales activities.

· Handled Office Registration, Tax issues with state Bureaus.

· Responsible for the logistic work of Harbin branch office. 

· Created good working environment and purchased all necessary office equipments. 

· Helped Sales with documentation work and order proceeding.

Moulinex (French)





1996.6-1997.1

Secretary, (Beijing, China)

Providing the support to manager by maintaining routine office work.
· Conducted phone receiving, handling service inquires

· Documentation work.

JVC Electronics Ltd. 





1994.1-1995.3

Sales Assistant (GuangZhou, China)
Taking direct responsibility for ensuring the day-to-day satisfaction of customers, and increasing the productivity of our sales team with associations on sales work.

· Maintained customer profiles.

· Prepared documentations including proposals and reports.

· Researched sales volume and managed the updates to sales team.


FENG SHENG SHOES LTD. 




1993.8-1994.1

Production Assistant (Guangzhou, China)


Assisting manager by updating production reports to arrange manufacturing to meet the delivery time.
· Updated order receiving, weekly and daily production reports. 

· Facilitated meetings for coordination.

EDUCATION&TRAINING:

· Accounting (undergraduate from North East University of China)
· Time Management 




· Effective Presentation

· Effective Email Communication

· Career Development

SPECIAL AWARDS:

· Excellent Coordination And Administration For Liaoning Office


· Long Service Award

VOLUNTEERING
· Coordinate English Leadership and Training Program in China with ELT Edge


(1996-2006) 


Website: http://www.eltedge.org

· Coordinate English Culture programs in China with IECS



2006-2009


Website: http://iecschina.org/IECS/Home.html
· Volunteering with YoungLife of Canada for Chinese International students focused programs


2009-now


Website: http://www.younglife.ca/
COMMUNITY SERVICE INVOLVEMENTS:

· Drove a donation and site visit at Flood





· Initiated an Orphanage Visit with bring donation





· Initiated a Learning Club in the company



 

· Drove Tree Planting in department







· Volunteered to Motorola Sponsored Digital Hope School Tour
· Lectured on “Self-encouragement”

