	Janny Cheung Ka Yu  (張珈瑜)

	Email: jannycheung@yahoo.com.hk

	Mobile: 6191-2561 / Home: 2728-3289 

	Address: Flat H, 16/F, Block 2, The Pacifica, 9 Sham Shing Road, Kln., HK


EDUCATION BACKGROUND
	Jan 2003 – Aug 2004
	Utah State University

· Bachelor of Science in Interdisciplinary Studies: IT and International Economics

	Sep 2001 – Dec 2002
	Utah State University

· Associate of Science in General Studies

	Sep 2000 – Aug 2001
	HK Effective Careers Institute
· Form 5

	Sep 1994 – Aug 2000
	Queen Elizabeth School
· Forms 1 - 5


WORKING EXPERIENCE

	Oct 2007 – present
	Adecco Personnel Ltd. 
secondment to Standard Chartered Bank

	
	Temp Clerk (Full time)

· Provide administrative and clerical support 


	Mar 2005 – Sep 2007
	Lau’s Rubber Factory Ltd.

	
	Clerk (Full time)

· Follow up contracts, orders
· Handling customer’s enquiries
· Arrange shipment with forwarders
· Prepare invoices, packing list, B/L details and banking documents
· Provide administrative and clerical support


	Sep 2004 – Feb 2005
	Maths Lab.

	
	Administrative Clerk & Tutor (Full time)

· Updated students’ records
· Handled client’s enquiries, e.g. parents 
· Handled P1 to P6 students’ homework


	Jan 2005 – Feb 2005
	Poly Network & Technology Limited

	
	Data-entry Clerk (Part time)
· Inputted customers’ information in the Company database


	Mar 2002 – Feb 2005
	PCCW
                   

	
	Data-entry Clerk (Part time)
· Inputted customers’ information in the Company database



SKILLS

	Language:
	Cantonese, English, Putonghua

	Computer skills:
	MS Word, Excel, PhotoImpact 11, ACDSee, Photoshop CS2, 
ValuNet Deluxe software, Import/ Export Trade Declaration Webform
Chinese Word Processing (速成 Quick-Input)
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