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Name：Mei He Cell phone：416-628-8653  Email：mei.he2016@outlook.com

Certificates
1. Certificate of English Teacher for Higher Education by China Beijing Municipal Education Commission
2. Mandarin Test Level：First Class Second Rank
3. Certificate for Professionals in Publishing (Intermediate) (2013)

4. Certificates for Teachers of Chinese to Speakers of Other Languages (2016)
Working Experience
Apr 2014-Apr 2016 Regional Sales Manager at Beijing Language and Culture University Press
Responsible for sales of Chinese Textbooks for international learners in France, Luxembourg, Netherland, Sweden and Hong Kong, Macao, Singapore, also the market channel development in these regions. In addition, copyright licensing and customer visiting, book fair participation in these regions was also my responsibilities. I was also obliged to participate in the application for subsidies from government in publishing support.

Aug 2007-May 2010 English Teacher, International Cooperation Education Projects, PKU Founder Technology College

Main responsibility：

· Prepare teaching plans and teaching materials of different courses; select textbooks;

· Teach courses such as English Intensive Reading, IELTS Reading, Selected Readings of American Literature, etc.

· Assist the professors from SFSU (San Francisco State University) in teaching courses of History of America and American Politics;

· Help students with their before-test preparation for IELTS;
· Organize English Contests among students;

· Utilize various ways to improve students’ English levels, including one-on-one instructing, weekly tests and questionnaires.

· Be responsible for recruiting part-time teachers and provide relevant guidance to them on their daily teaching; etc.
May 2010-Feb 2014 Rights Manager, International Cooperation Department, Tsinghua University Press Limited 

· Develop and promote the "going abroad" projects, including rights export and co-publishing projects;

· Contract negotiation of the "going abroad" projects；

· Organize and supervise government projects related to "going abroad";

· Provide advertizing materials for the CBI journal and the CBI website as required by the government; prepare other promoting materials related to "going abroad" for various other medias;

July 2005-July 2007 Liaison Officer, International Liaison Department, China Federation of Literary and Art Circles

Main responsibilities:

· Prepare and translate official documents;

· Take charge of visa procedures and accommodation arrangement for visiting delegations and delegations going abroad;

· Organize cultural exchange activities

July 1997-Aug 2002 Assistant to Financial Manager, Bosch (Shunde) Gas Appliances Co., Ltd. 

Main responsibility:

Provide secretarial and interpreting assistance to Financial Manager, reporting Key Data to Headquarter in Germany; Take care of the management of imported Fixed Assets;

Educational Background：

1993.9­1997.7：Guangdong University of Foreign Languages Studies, Bachelor’s Degree in English

2002.9-2005.6：Beijing Normal University, MA in English Literature

GRE (1250，2004); TOEFL(640，2006); IELTS A 7.5; IELTS G 7.5 (2014)
Second Foreign Languages: Japanese, JPT-1. French: Intermediate level (TEFAQ B2).
