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CV No: 990
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
PERSONAL DETAILS

Nationality Date of Birth Place of Birth 


: Malaysian

: Dec 14th 1984

: Victoria Labuan, Malaysia.


Marital Status Gender

Driving Licence


: Single : Female

: Yes

KEY SKILLS

-

· Dedicated and technically skilled business professional with a versatile administrative support skill set developed throughout experience as an Office Manager, Secretary, Administrative Assistant and Office Clerk.

· Excel in resolving corporate daily challenges with innovative solutions, proven to increase in house administrative efficiency as well as customer satisfaction.

· Offers strong commitment, innate leading skills, a dynamic capacity for organization, teamwork experience and advanced computer skills in MS Office Suite and other applications/system.

	•    Office Management
	•    Report & Document
	•   Records Management

	•    Teambuilding &
	Preparation
	•    Meeting & Event Planning

	Supervision
	•    Spreadsheet & Database
	•    Inventory Management

	•    Staff Development &
	Creation
	•   Expense Reduction

	Training
	•   Accounts Payable /
	

	•   Policies & Procedures
	Receivable
	

	Manuals
	•    Bookkeeping & Payroll
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Education�
Computer Knowledge�
�
1991 - 1996 - ST John Tuaran Primary School (UPSR 1996)


1997 - 2001- ST John Tuaran Secondary School (PMR 1999SPM


2002 - 2003 - Yayasan Sabah College Community


(Certificate Of Information Technology System & Bookkeeping)


KNOWLEDGE IN ISO - 9001 : 2000�
•    UBS Stock & Account •    Dynamic Material Cost Control •    Dynamic Elfa Accounting Software •    Fidelio System •    Microsoft Office (Word, Excel & PowerPoint)�
�



EDUCATIONAL BACKGROUND & COMPUTER KNOWLEDGE





EXPERIENCE





Feb'12 - Dec'12





Traveled abroad for few meetings with the Director. Managing the administration, accounts, purchasing and production. Quickly became a trusted assistant to a company president and earned a reputation for maintaining a positive attitude and producing high quality work.


Decided to leave and look for a better opportunity in Dubai.





Reputed Firm





Position : Finance & Management Executive


Specialization : P.A, Admin & Accounts Industry : Printing Industries





Work Description: AP, AR,Sales Report, Accounts Report, Bank Reconciliation, (Authorized to check bank balance directly to the bank manager), manage the finance etc.





�





Sep'09 - Nov'11





Promoted from the Kuala Lumpur Branch, culminating in current responsibility for coordinating all office functions, supervising and assisting Sales, Finance, Production & Management team.





Position : Sales & Accounts Executive Specialization : Secretary, Admin & Accounts Industry : Printing & Advertising





Work Description :Credit limit controller, Accounts & Sales Report, Bank Reconciliation etc.





2008 - 2009





New in the Accounts line, I rapidly and smoothly learned to operate the system (UBS ACCOUNTING) and trained to a new (Elfa System ' after few months). A notable and enjoyable challenge, which has positively extended my knowledge and skills.





BIG Industries (Unimix Sdn Bhd)





Position : Accounts Executive Specialization: Account Payable & Receivable. Industry : Ready mixed Concrete Supplier





Work Description : Monitor Account Receivable clerks, Deal with supplier, key-in & prepare payment for suppliers, bank reconciliation, stock check, inventory report, credit control, etc.
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