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PERSONAL DETAILS
	Date Of Birth
	:
	12th Feb 1978

	Place Of Birth
	:
	Selangor

	Nationality
	:
	Malaysian

	Race
	:
	Indian

	Marital Status
	:
	Married

	Language Proficiency
	:
	Bahasa Malaysia /English (oral and written)/Tamil

	AREA OF EXPERTISE
	
	


A multi-skilled professional with excellent secretarial and administrative skills. Possessing a proven ability to provide a high level of hospital and legal secretarial support to a strong and busy team of solicitors. Very capable with an high level of accuracy and consistency in all areas of work. Well presented, punctual, confident and having the ability to provide all the general administrative requirements of a hospital and legal firm.
SECRETARIAL SKILLS
Superb organizational and time management skills.
Very high standard of English, grammar, punctuation and spelling.
Trustworthy and able to work in highly confidential environments.
Having a fast and accurate typing speed (min 70 wpm).
Articulate with excellent communication and interpersonal skills.
Ability to accurately maintain computerized and manual filing/ documentation systems.
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	WORKING EXPERIENCE
	
	

	1.
	
	
	

	
	Nature of Business
	:
	Legal Firm

	
	Designation
	:
	Secretary

	
	Duration
	:
	Mar 2013 – CURRENT


Job Descriptions
· Preparing agendas, compiling spreadsheets and preparing minutes of meetings. 
· Assisting with the monthly invoicing process including raising invoices. 
· Screening calls, transferring calls, taking messages and managing emails. 
· Writing letters, manuscripts and financial documents. 
· Close & archive files & deeds in accordance with the Records Management Policy. 
· Monitor emails of Partners and Associates to make sure urgent emails are attended to as soon as possible. 
· Tracking / Scheduling / Organizing Partners and Associates calendar / appointments 
· Making travel arrangements / hotel accommodation for Partners and Associates 
· Coordinate internal and external meetings 
· Coordinate office functions and outings 
· Maintain contact list, email distribution list (within the partners) 
· Assisting in preparation of Letter of Engagements for new assignments 
· Assisting Partner and Associate to process travelling expense claims ( checking receipts and submit to Finance ) 
· Helping Para Legal with Employment submissions to Immigrations 
· Helping Associates and Para Legal with submission with Securities Commission and Inland Revenue Board for companies Information Memorandums. 
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	2.
	Employer
	:
	Aujuran Zaman Sdn Bhd

	
	Nature of Business
	:
	Maintenance of Elevators

	
	Designation
	:
	Secretary / P.A

	
	Duration
	:
	September 2012 - December 2012


Job Descriptions
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 
· Arrange conferences, meetings, and travel reservations for office personnel. 
· Complete forms in accordance with company procedures. 
· Compose, type, and distribute meeting notes, routine correspondence, and reports. 
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs. 
· Locate and attach appropriate files to incoming correspondence requiring replies. 
· Mail newsletters, promotional material, and other information. 
· Maintain scheduling and event calendars. 
· Make copies of correspondence and other printed material. 
· Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters. 
· Schedule and confirm appointments for clients, customers, or supervisors. 
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 
· Take dictation in shorthand or by machine, and transcribe information. 
· Collect and disburse funds from cash accounts, and keep records of collections and disbursements. 
· Conduct searches to find needed information, using such sources as the Internet. 
· Conduct Domestic Inquires ('D.I') 
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	3.
	Employer
	:
	Wolf-Med Sdn Bhd

	
	Nature of Business
	:
	Medical Supplier

	
	Designation
	:
	Office and Operations Administrator

	
	Duration
	:
	Jan 2012 - August 2012


Job Descriptions
· Assist the Sales Manager in managing the inventory to ensure have sufficient quantity of implants for cases at least 2 months prior to the surgeries. 
· Ensure case sheets are submitted after the cases so that 'Finance' can proceed the invoices & enter into the accounting system on a timely basis. 
· Support the Sales team in checking the implants boxes so ensure that we have a complete list & top up all the implant boxes on a regular and timely basis. 
· Understand the need of the drivers and the scrub nurses before and after the case and help liaise for delivery of instruments, implants drill set. 
· Ensure that all logistic operations are in line with surgeons and hospital's compliance & requirements. 
· Support the Finance division in managing the inventory levels & report any missing items immediately. 
· Check and liaise with all drivers and scrub nurses to ensure prompt delivery & collection of instruments, implants & drill sets before and after the cases. Escalate and late deliveries to the Sales Manager & FM immediately. 
· Maintain Purchase Order for Biomet — and ensuring that all Pos are matched with delivery orders, freight costs and final original invoices. 
· Review Purchase Orders to ensure that the prices are relevant to the contract terms and specifications. 
· Preparation/administration of all import documentation including custom invoices and trade finance documents. 
· Coordinate the case schedule on the board & update on a daily basis. And inform all relevant parties of any changes (postponed, cancelled, moved forwarded etc.) as soon as notified. 
· Responsible for achieving and maintaining all inventory, logistic and case related files etc. 
· Assist and be pro-active in the creation and implementation of new documentation and sales database tools to assist and enhance Wolf Medical sales function. 
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	4.
	Employer
	:
	Sime Darby Medical Centre Subang Jaya

	
	Nature of Business
	:
	Hospital

	
	Designation
	:
	Assistant I in Operating Theatre

	
	Duration
	:
	May 1996 - Dec 2011


Job Description
· Perform general filing duties in preparing, compiling and maintaining records in the Operating Theatre. 
· Assist in typing reports for the Operating Theatre. 
· Update monthly Operating Theatre census. 
· Assist Nurse Manager on payroll and overtime sheet in SAP. 
· Prepare file folders for meetings and file correspondence, reports, Minutes of Meetings, work plans and other relevant documents. 
· Update monthly staff training matrix. 
· Update and replace relevant ISO documents whenever required for the unit. 
· Attend to vendors & make appointment for Nurse Manager. 
· Receive items ordered and verify of supplies. 
· Coordinate and assist Nurse Manager or designee with the booking and scheduling of surgical procedures. 
· Handle and answer incoming phone calls or queries and take down messages. 
· Prepare power point presentation for Administrator. 
· Train the new staff in department management .e.g. to do ORS (Operating Room System). 
· Prepare counseling document for Nurse Manager. 
· Guide staff in Incident Reporting. 
· Prepare Purchasing Requesting Order. 
· Prepare unpaid leave based on staff request. 
· Prepare Testimonial based on staff request. 
· Arrange vendor set for the surgeons. 
· Liaise with Human Recourse regarding staff personal data. 
· Prepare monthly Quality Indicator for Operating theatres. 
· Assistant in JCI for Operating Theatres. 
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PERSONAL STATEMENT
An efficient, organized and approachable person who is always willing to help work colleagues out. Possessing fast and effective secretarial skills, and having a strong administrative background with knowledge of the latest office management techniques and experience of using specialist software packages. Always happy to do the mundane office duties as well as the more exciting work. Having a comprehensive understanding of attending meetings, preparing agendas, and maintaining departmental electronic and manual filing systems. Presently searching for a suitable secretarial role with an exciting and progressive company.
	EDUCATION BACKGROUND
	

	2010
	:
	Suria College

	
	
	Certificate in Human Resource Management

	2005
	:
	Open University

	
	
	Certificate in Clerical & Secretary Development Program


COMPUTER SKILLS
Advanced usage of Microsoft Office (words / excel / power point /outlook)
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SIJIL BERHENTI SEKOLAH

1. Nama:..

2. Nama Bapa/Penjaga:

3. No. Kad Pengenalan:. 4. Tarikh Lahir:

5. No. Sijil Lahir:.. 6. Tempat

7. Bil Kemasukan Sekolah:... 8. Tarikh Masuk Sekolah:.

Pangkat:
®) Pangkat:
Pangkat:
12. Kedatangan:.
13. Nama dan Alamat Sekolah Dahulu;

14. Kegiatan Luar:

(Seperti Ketua Darjah, Pengawas dan lain-lain)
(b) Pasukan Beruniform:

(c) Persatuan:

(Sebutan jawatan jika ada)
d) Sukan:
) JAWALAN DISANAANE!....c.coivirreriiiiririireieiinsteresrensarestssasteseesseseoserssrmsrossesarssessasssssassrssnossissssssassesbossatassassassensrassanses
(ii) Mewakili Negara/Negeri/Daerah/Sekolah/Rumah*:
(iii) Mengambil bahagian:
(e) Olahraga:

@ JAaWALAN DISANAANE: .c...covevereeiiiieiiirrtrrest et sare st st s e e s e teressereressasesessasessessssssesessssesassasasesnsessassssererntne
(i) Mewakili Negara/Negeri/Daerah/S
(iii)

15. Kelakuan

16. Tarikh Berhenti Sekolah:.
17. Sebab Berhenti:..
18. Catatan Tambahan

Tarikh

* Potong yang mana tidak berkenaan
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