Resume

Name: Wang Xue Yan
Female / Single / Born in Feb, 1971

Personal ID card : 110104197102062025

Mobile : 13366373727(Mobile)
E-mail: sophiewang1971@hotmail.com
Education :

1990 – 1994 : Beijing Languages Institute

Major : French,
Bachelor degree

Languages:

French: Excellent;
English: Good

Work Experience:

1998/10 --Present：Saur (Société d'Aménagement Urbain et Rural, former subsidiary of of Bouygues)

Responsibilities: 
* Translator: Chinese-French-English translations and interpreter for meetings
* Assistant to the French representative:
- Assist the French representative to make agenda, book ticket and hotel and arrange the conference calls;

- Keep daily contact with the headquarters of Saur: tel, fax, Internet

- Help the French representative to draw up letters to Chinese partners and reports to Saur; 
- Draw up and translate the minutes of meetings, memos and LOI.
- As interpreter and secretary of the Board Meeting of Saur's JVs in China, draw up and translate the resolutions.
- Draw up the invitation letters to France and apply visa in French embassy;

- Reception of French delegations (settle their accommodations, book air tickets, accompany the French experts to visit the JVs to provide technical supports) 
- Accompany Chinese delegations to France or Europe to hold meetings, visit plants or take trainings (arrange visiting program, make contact with travel agencies and in charge of the translations).

Achievements:
- Assist Saur to follow their JVs in China: organize the teleconferences, translate the managing and technical reports and letters between Chinese parties and French party, keep contact with the JVs and feed back the information to Saur as soon as possible.

- Take part in the negotiations of Saur to enter in a JV contract with Shanghai Fengxian in water treatment; Assist Saur to follow up the management issues after the contract was signed.

- Take part in the negotiations of Bouygues Telecom with a Chinese telecommunication operator in 3G: daily contact between Chinese party and French party, translation of documents and letters, collect of information, reception of French delegations, translation for commercial and technical meetings and preparation of minutes.

- Take part in the negotiations of Eurosport with SARFT to make their "Eurosportnews" broadcast in China: contact / communication between Eurosport and SARFT, CITVC, CCTV and APT, arrangement for teleconferences, collect of information, translation of documents, letters and contracts, reception of French delegations, translation of meetings, plus the preparation of relevant documents for annual exam of the channel after its broadcasting in China and accompanying the commercial director of Eurosport to promote the channel in China.

- Accompany the journalists of TF1 to make interviews and direct transmissions in Beijing in July 2001 when Beijing was successful to get the right to host the next Olympic Games.
- Organize the visits of Bouygues leaders (Martin Bouygues, Olivier Bouygues, Michel Derbesse…) in China and as translator, accompany them to visit the Chinese Central and Municipal leaders (Jia Qinglin, Liu Qi, Wu Bangguo, Li Nanqi)

- Make coordination for Mr. Martin Bouygues, President of Bouygues Group to participate in the International Business Leaders Advisory Council to the Mayor of Beijing which is held in Beijing every 2 years: contact / communication with CCPIT Beijing, preparation for visit of Mr. Bouygues, preparation of contents and translation of the consultancy report and reception of Mr. Bougyues.


1994/07-- 1998/02：Kehua Technologies Trading Co. Ltd, subsidiary of China National Scientific Instruments and Materials Import/Export Corporation.

- Exportation to India
- English translator: Help the Development Department to have meetings or contacts with Indian clients and organize exhibitions in India;
- French translator: Help Exhibition Department to organize the delegations to participate in Eureka, the international salon of inventions and innovations taken place in Brussels each year


2000/01--Present：Alliance Culture
Part time translator: experiencing in translation of all kinds of documents such as mechanism, environmental protection, art, localization of websites, contracts, legal files and documents for grand seminars.
Self-assessment:

14 years of experience in French/English translation and administration. 
Working hard and seriously with responsibility. 
Strong capability and adaptability. 
Humble and good at communication and teamwork.
