Xueming Guo                                                         
                                     xueming.guo@temple.edu
1445 Guilford Place | Philadelphia  |  PA  |  19122 |  Tel:  215.359.7815
OBJECTIVE:       I am a senior student seeking for an intern in a stimulating and challenging  

environment, building the success of the company while I experience advancement 

opportunities.
EDUCATION:
TEMPLE UNIVERSITY, Fox School of Business, Philadelphia, PA

Bachelor of Business Administration, Graduation: Dec 2017

Major: Management Information System & Human Resources Management

MIS GPA: 3.58 | HRM GPA: 3.67
ACTIVITIES:        Volunteer, Run for Autism, Nov 2015

                             Volunteer, Temple University Global Day of Service, Nov 2015
Volunteer, International Students Orientation, Jan 2016

Member, Society for Human Resource Management, Jan 2016 – Jan 2017

Volunteer, Sok Cambodian School of Siem Reap Province, July 2017
EXPERIENCE:
CHILDREN WELFARE INSTITUTE, Luoyang, Henan Province, China

                             Assistant                                                                                                            
 May 2013 - August 2013
· Scheduled activities and locations weekly based on two volunteer teachers’ shifts.
· Assisted teachers with classes and activities.
· Chose indoor activities like hide-and-seek and Jenga for children.
                             TECHNOLOGY INFORMATION CENTER, Luoyang, Henan Province, China

Internship                                                                                                         June 2016 – August 2016 

· Collected 5 departments’ attendance and uploaded to database server.

· Retrieved attendance data and exported as three separate spreadsheets based on different 5 departments.

· Improved work efficiency by completing data entry tasks in two-third of time.

                             AMERICAN FRIEND SERVICE COMMITTEE, Philadelphia, PA, U.S
HR Intern                                                                                                            March 2017 – May 2017
· Collated around 125 international employees’ information based on program regions.
· Transformed and maintained over 100 domestic employees’ papery personnel file to electronic version.
· Compared current job descriptions and concluded the differences and similarities. 
SKILLS & LANGUAGES:

· Fluent in Windows and IOS system
· Proficient in Microsoft Word, Excel, PowerPoint, MySQL
· Chinese - Mandarin - native 
· Working as a member of team or independent problem-solving
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