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	Dianne Chow
123 Hillside Place, St. Louis, MO12345 (123) 555-1234  dinannechow234@hotmail.com
OBJECTIVE

	          Office Manager

SUMMARY OF QUALIFICATIONS


	● 12 years office management experience in one of the nation’s leading corporations.

       ● Consistent record of increasing productivity by maintaining effective interdepartmental

relations and office systems.

       ● International background. Bilingual: Mandarin/English

PROFESSIONAL EXPERIENCE

	1997—present  GENERAL ELECTRIC, INC., St. Louis, MO

Administrative Secretary to Director, Corporate Communications, 2002—present

       ● Independently streamlined this fast-paced department that generates annual, 

quarterly, and monthly publications with individual circulation of up to 120,000. 

       ● Devised electronic network that facilitates immediate written communications with 

over 200 remote locations.

Secretary to Vice President, Merchandising, Office Products, 2000—2002

       ● Set up and managed office procedures for the Merchandising Department, which 

produced a national wholesale office products catalog.

       ● Provided office support for 13 managers.

Secretary/Assistant to Manager, Office Services, 1997—2000

       ● Increased quality of office services for the 750-person headquarters building by 

improving customer service and inventory systems.
EDUCATION

	           B.S. equivalent, University of Beijing, China, 1995

           Certificates, Foreign Language Correspondent, Beijing, China



	


	Dianne Chow
123 Hillside Place, St. Louis, MO12345 (123) 555-1234  dinannechow234@hotmail.com
求职意向
         办公室经理
资质能力
● 美国名企12年办公室工作经验

           ● 通过保持部门间的高效沟通和办公体系的高效运作持续性地提升工作效率

           ● 国际工作背景。双语能力：汉语普通话/英语

职业经历
1997年至今  通用电气公司 圣路易斯市 密苏里州

主任行政秘书 企业通讯联络部     2002年至今

          ● 独立对快速运转部门进行流程化管理，发行总计超过12万份的年度，季度和
月度公司出版物
          ● 设计制作电子网络交流系统，为超过200家办公室提供远程及时文字交流
副主席秘书 采购部 办公室用品    2000年—2002年

          ● 为采购部建立和管理办公流程，建立全国范围的办公产品批发目录
          ● 为13名经理提供办公室支持
 经理秘书/助理 办公室服务        1997年—2000年

          ● 通过改善客服质量和库存盘货体系为多达750人的总部提供高质量的办公服务
教育背景
           理学学士，北京大学，1995年

           外文记者证书，北京，中国










