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OBJECTIVE: Position as Personal Assistant / Executive Secretary / Administrator Executive
Summary

Top-notch assistant with 8 years of experience coordinating office management and special projects with a high degree of efficiency. Serve as point for managers, sales teams, clients and vendors to ensure proper lines of communication. Maintain excellent communication skills, problem resolution abilities, and high-level of confidentiality. Equally effective at providing sales management and advanced word processing support.
A motivated self-starter, able to quickly grasp issues and attend to details while maintaining a view of the big picture. Expert in juggling multiple projects and achieving on-time completion within budget. Creative, resourceful, flexible and able to adapt to changing priorities. Maintain a positive attitude and strong work ethic. A clear and logical communicator, able to establish rapport with both clients and colleagues, and motivate individuals to achieve organizational objectives.

Personality traits

· Ability to work in pressure and give the best result
· Ability to take and follow the instructions
· Able to work independently as well as in team
· Accountable and dependable
· Ability to prioritize
· Flexibility
· Excellent communication and interpersonal skills
· Professional attitude
· Team player
· Strong time management skills
· Supportive
Employment History

Dec 2009 to present: Regional Manager cum Secretary / Event Organizer 

ITS Tesponsibilities:

· Provide executive-level administrative support to the SE Asia Regional Manager

· Provided continuous, high quality support to SE Asia Regional Manager. Coordinate schedule, appointments and travel arrangements; manage expense account and recovery.
· Coordinated projects and events exercising ability to improvise, improve procedures, and meet demanding deadlines.

· Liaison between all impacted departments to ensure proper communications and reporting practices.

· Plan and coordinate corporate luncheons, and develop presentations for related on-site and off-site meetings.

· Organize the details of special events, travel arrangements, corporate agendas and itineraries.

· Direct business relations and distribution of company literature to stimulate client interest and sales leads.

· Prepare and maintain weekly attendance and annual vacation records on 25 employees including managers

· Tender preparation

· Arrange for and manage material for SE Asia Regional Manager's meetings with staff and clients which requires initiative, industriousness and the ability to work to tight deadlines

· Utilize fast and accurate touch-typing skills to record minutes in meetings

· Responsible for word processing collation of official company documents such as annual reports, prospectuses, executive summaries and contracts

· Monitor existing documents to ensure they remain thorough, accurate and up-to-date

· Answer telephones, and direct calls efficiently or take accurate messages where appropriate

· Respond to email enquiries from the general public

· Reconcile expenses and general administrative duties

· Manage relations with clients, suppliers and contractors
Admin:-

· Create Purchase Orders through (PeopleSoft system)

· Create Quotations for clients

· Process and submit managers and staff expense claim through (PeopleSoft system)

· Organized meetings, including site selection, catering and preparation of appropriate materials

· Offshore requirements

· Prepare insurance certificates for loading vessels

· Prepare Lost Time Injury report (monthly)

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Prepare Esso KPI report (shipments)-monthly

· Coordinate maintenance of office equipment

· Login Enquiries through (I-Connect)

· Submit RFQs tender through (SAP system)

Office Manager:-

· Coordinate work flow and supervised twenty support staff. Prioritized and delegated tasks, provided motivation and direction to create a positive work environment and ensured accurate, on-time completion.

· Track office expenses and create monthly reports for Operations Manager. 

· Mediate conflicts among employees and between staff and management, utilizing diplomacy and humor to resolve issues.

Key responsibilities handled


· Working as mediator between manager and people from inside and outside the organization
· Review and give report of emails, faxes and telephonic conversation to the manager
· Organize and scheduled the meeting of manager and seniors
· Provide support to the managerial staff with clerical and administrative duties 
· Responsible for accepting all the invitation of corporate meetings
· Responsible to do the managerial work in absence of Manager


Feb 2008 to Oct 2009: Administrator Assistant

Bina Warehouse Sdn Bhd

Responsibilities:

· Answering and directing phone calls.

· Making phone calls.

· Handling inquiries and incoming work request.

· Taking and distributing messages.

· Compiling records of office activities.

· Sending emails.

· Preparing outgoing mails.

· Typing documents.

· Data entry.

· Organizing meetings and appointments

· Checking and distributing documents and correspondence.

· Photocopying, scanning and faxing.

· Maintaining filing systems.

· Manages day-to-day use of office properties and supplies.

· Completes additional secretarial assignments as requested.
__________________________________________________________________________________
Sept 2006 to Dec 2007: Administrator in Finance Department

The Legend Hotel Kuala Lumpur

Responsibilities:

· Providing general administrative support such as preparing correspondence, forms and reports
· Arranging meetings, composing regular correspondence.
· Processing confidential reports and documents, filing electronic and hard copy, tracking deadlines, and taking down minutes as needed.
· Renew contracts and agreements.
· General clerical duties including photocopying, fax and mailing.

· Prepare Meter Reading report (photocopy machine) for payment.

· Prepare duty roster for stationary collection, cash count, alternate Saturdays.
· Operate office equipment.
· Set up and maintain filing systems.
· Implement and maintain office systems.
· Organize and coordinate meetings, conferences, travel arrangements.
· Maintain schedules and calendars.
· Arrange and confirm appointments.
· Handle incoming mails and other materials.
Education / Qualifications

Degree in Business Management Course

Segi University Kota Damansara
Graduated: April 2014

Higher Diploma in Private Secretarial Course (PSC)

Systematic Secretarial Centre Kuala Lumpur (I-System)

Graduated: October 2006

Sijil Pelajaran Malaysia (SPM)

Secondary School 

Year Obtained: 2003

Course Attend:

Basic Occupational First Aid & CPR Course

Academy of Safety and Emergency Care

Completion Date: November 2010

Skills Summary

With excellent verbal and written communication skills, my ability to work effectively under pressure and to meet tight deadlines sees me thrive in challenging positions. Discreet and calm professional manner.
Skills 

Name







Proficiency
Microsoft Office






Advanced

(Excel, Power Point, Word)

Oracle PeopleSoft





Advanced

Microsoft CRM






Advanced

Languages

Name







Proficiency
English







Fluent

Malay







Fluent

Tamil







Good

Hobbies / Interest

Digital photography, drawing / painting, cycling, badminton, writing poems, Asian cooking, watching horror movies

Miscellaneous 

Expected Monthly Salary
: Upon Request.

Willing to Travel


: Moderate (25% to 50%)

Willing to Relocate

: Yes

Possess Own Transport

: Yes

Availability


: Immediately

