Huizi Luo
888 Main Street Apt 433

New York NY 10044

hluo01@nyit.edu
347-880-6067

OBJECTIVE                                                                             

Seeking for a position as an intern as business services.
EDUCATION
        
New York Institute of Technology 
New York

Master of Business Administration and Management
                              Expected Jul. 2018
Shanghai University of Finance and Economics                                Shanghai

Bachelor of Logistics and Supply Chain Management.
Jun. 2014

EXPERIENCE
        
Office Assistant – New York Institute of Technology, New York                  Oct 2017-Present
· Work for School of Management in NYIT. Help organize all kinds of activities and programs.
Intern at Administration Department - Tencent, Beijing                         Jan. 2018 
· Organized regular and irregular group activities within the company.
· Handled the external reception work of the company.
· Work for School of Management in NYIT. Help organize all kinds of activities and programs.        
Taida Investment Consulting Company, Beijing                                Dec.-Jan. 2015
· Assisted daily affairs and other assigned duties from the managers.

· Answered customers inquiries regarding current investment procedures, provided them with professional suggestions.
Voluntary Trader - China Import and Export Fair                              Oct. 2011

· Responsible for fair site arrangement (decorations, receptions and explanations)

· Negotiated with foreign customers about price, discounts and contract details

Volunteer - Expo 2010 -Tunisia pavilion, shanghai, china; 
                       Jun.-Jul. 2010
· Provided physical and mental care for the elderly. 

· Responsible for multiple daily operations.
CERTIFICATES                                                                          

1. CIPS Level 4 Foundation Diploma in Purchasing and Supply                            

2. College English Test-6 /CET-6

3. SIA (Shanghai Interpretation Accreditation)
SKILL                                                                                   
Language: Chinese; English 
Tools: Microsoft Word, Microsoft Access, Microsoft Excel, Notepad++, Financial calculator HP 12C

