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CONTACT DETAILS

Date Of Birth

:  05 June 1977
Nationality

:  Malaysian Indian
OBJECTIVE

Willing to work in a dynamic, challenging and growth oriented Company that allows me to utilize my knowledge and experience to contribute for the growth of the organization.
PROFILE STATEMENT

An experienced secretary with a proven track record of successfully managing simultaneous projects and meeting deadlines consistently and accurately. A strong administrative background coupled with excellent computer skills facilitates the provision of complete secretarial support. A self motivated worker who is able to communicate effectively at all levels. 
WORK EXPERIENCE

Position


:  Secretary To Production Manager

Company


:  Perbadanan Bekalan Air Pulau Pinang Sdn. Bhd. 

                                              (Penang  Malaysia Water Autority)
Commencement Date
:  May 2001 – Apr 2015
Task and Responsibilities 
:

· provide full secretarial support to Production Manager

· handle all incoming and outgoing correspondences
· deal with employee questions and requests

· prepare wide range of communications, reports and documents

· maintain schedule and co-ordinate meetings, appointments and events calendar
· compose, type and distribute meeting notes, routine correspondence and reports

· prepare and distribute minutes of meetings
· handle information requests from contractors and suppliers

· handle office coffee club cash 

· order and dispense supplies e.g. chemicals and stationeries 

· assist department personnel to prepare department budget
· prepare and distribute minutes of meetings
· prepare presentation materials for the perusal of Production Manager during meetings and departmental presentations

· bookings (flight and hotel) for Production Manager and Production Engineers/Executive 
· make traveling arrangement for department personnels.

· arrange travelling claims for Production Manager and Production Engineers/Executive.

· Update chemical usage for production department

· ISO Document holder for Production Department

Position

:  Secretary to General Manager

Company

:  Leader Goldstar Magnet Wire Sdn. Bhd.
Duration

: 1999 - 2001

Task and Responsibilities:
· Provide full secretarial support to General Manager.

· Opening, sorting and distributing incoming coming correspondence, including faxes and emails.

· Prepare correspondence, reports and minutes.

· Schedule and co-ordinate meetings, appointments, events.

· Make travelling arrangements for company personnel.

· Maintain proper filing system.
Position

:  Secretary to Linen Director

Company

: Laundry & Linen Services ( present Propel Johnson 
                                  Controls)  Penang General Hospital

Duration

: 1997-1999

Task and Responsibilities:
· Provide full secretarial support to Director.

· Opening, sorting and distributing incoming coming correspondence, including faxes and emails.

· Prepare correspondence, reports and minutes.

· Schedule and co-ordinate meetings, appointments, events.

· Make travelling arrangements for company personnel.

· Maintain proper filing system.
· Maintain linen inventory records.
EDUCATION

School


Qualification



Year
Open University Malaysia
Bachelor In Management (Hons)
May 2008-Jan2012

Malaysian Institute Of 
Certificate In Personnel 

Sept 1999-Mar 2000
Human Resource 

Management
Management

 



RIMA College, Penang
Diploma In Business 

Jan 1997–Jan 1998
Malaysia 


Administration


RIMA College, Penang
Diploma In Pvt. Secretarialship
1995-Dec 1996
Malaysia
Sek. Men. Padang Polo
Sijil Pelajaran Malaysia (Form 5)
1994

Penang, Malaysia

(Secondary School Final Exam)
COMPUTER KNOWLEDGE


MS OFFICE

 : Word, Excel & Power Point

LANGUAGE

Writing


:  English & Bahasa Malaysia 
Spoken


:  English , Bahasa Malaysia & Tamil

SKILLS

Administrative Writing Skills

Reporting Skills

Confidentiality

Professionalism

Typing

Verbal Communication
