Jieling Wu (Tiffany)
205 E Norwood Pl.

San Gabriel, CA  91776

(787) 948-1328

yan810712@yahoo.com.cn
OBJECTIVE
Seeking an entry level office clerical position.  Trained in office procedures and policies, operating office equipments, and typing (50 wpm).  

EDUCATION

Jiangmen Education College

Studied Art/Graphic Design

2000 to 2002

WORK EXPERIENCE
5/2004 – Present
Chinese Books Gallery Show

Sales Representative

Duties:  Assisted customers with their orders, explained and translated to customers of what the books is covered.

8/2003 – 12/2003
Koi Palace Restaurant (San Francisco)
Reception

Duties:  Arranged and guided customers to their assigned table, assigned customers with order numbers.
1/2002 – 2/2003
Miracle Design Company

Graphic Design Assistant

Duties:  Answered phone calls, data entry, filing and packing. 

ADDITIONAL INFORMATION

Computer Knowledge (MS Windows, MS Office, Internet, Web Design)

Bilingual (Chinese/English)

REFERENCE

Mandy Xu

Manager Accounts Receivable

First Look Media

8000 Sunset Blvd. East Penthouse

Los Angeles, CA 90046

(323) 337-1030

