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Clara Shan

Date of birth: 2001-08 Gender: Female
Enaare o New Graduate Phone: +86 19551019919
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EDUCATION
Sep 2020 — Jun 2023 | Associate Degree Nanjing Communications Institute of Technology

Major: Road & Bridge Engineering Technology | GPA: 3.6

Key Courses: Engineering Mechanics, Construction Drawing, Road Materials Testing, Engineering Surveying,
Soil Mechanics, Bridge Structure Analysis, Engineering Geology & Hydrology, Highway Design, Pavement
Construction, Project Bidding & Contract Management, Sub-grade Construction, BIM Technology, Bridge
Construction, Highway Inspection, Computer Applications, Tunnel Construction, Bridge Strengthening,
Construction Safety, Highway Defect Identification & Treatment, Advanced Mathematics, College English

Sep 2023 — May 2025 | Bachelor’s Degree Nanjing University of Aeronautics & Astronautics —
Jincheng College

Major: Civil Engineering degree | GPA: 3.74(Top 5 %)

Key Courses: Mechanics of Materials, Engineering Economics, Soil Mechanics & Foundation, BIM Technology,
Building Construction, Project Management, Civil Construction, Architectural Drawing, Civil Engineering
Costing, Underground Engineering, Structural Testing & Strengthening, Lab Safety, College English, Workplace
English, Al Fundamentals, Aviation Introduction

EXPERIENCE

Dec 2022 — May 2023 | Document Controller Suzhou Zhongyun Engineering Consulting Co., Ltd.
- Built a 5-category / 20-sub-category filing system for consulting documents; achieved 100 % archiving
accuracy.

- Produced 12 meeting minutes (project-review, technical-disclosure, coordination) with 100 % completeness.
- Coordinated design reviews among 8 stakeholders and processed 24 drawing-sign-off packages without error.

Jun 2025 — Present | Site Supervisor & Document Controller Jiangsu Kexing Project
Management Co., Ltd.

Supervisor duties:

- Re-spaced stirrups on spliced cages from 215 mm to 150 mm per drawing, raising pass-rate to 100 %.
- Rejected a concrete batch (slump 140 mm) and ordered on-site correction.

- Required rust-removal and re-inspection when corroded reinforcement cages arrived.

Document Controller duties:

- Collected daily progress reports from 5 sections with 100 % on-time delivery to the owner.

- Transferred documents among 5 parties with zero loss or delay.

- Raised archiving timeliness from 85 % to 100 %; project passed completion inspection smoothly.

CERTIFICATES & HONORS

- CET-6 — fluent in spoken & written English

- 3rd Prize, 5th “Pinming Cup” National Smart-Construction Competition

- 2023-2024 Development Scholarship (2nd class)

- Excellent Student Leader | Outstanding Graduate | Multiple academic scholarships
- Construction Worker Certificate

- Outstanding Youth Volunteer, Hegiao Town COVID-19 Prevention (Aug 2021)

SELF-EVALUATION

Highly motivated and detail-oriented; consistently finish tasks ahead of schedule with zero error.

Quick learner who bridges drawings and site work efficiently, adapts to field environments rapidly, and performs
rigorous inspections.

Self-driven to improve: study codes, drawings and software (e.g., SAP2000) after work; already mastered
“Supervision Code”, construction drawings and archive-management procedures.



