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Siti Najihah Abu Talib
Date of Birth: 3rd April 1991  



Nationality: Singaporean                                                             Email:  najihah.333483@2freemail.com  
Education
	Year
	Institution
	Education Level

	2013-2014
	Heriot-Watt University
	Bachelor of Science in Facilities Management

	2008-2012
	Singapore Polytechnic
	Diploma in Property Development and Facilities Management

	1997-2007
	Al-Maarif Institution
	GCE O-Level


Co-curricular Activities

	Year
	Co-curricular Activities

	2012
	UAE Study Trip: Abu Dhabi & Dubai

	2010
	Entrepreneurship Development Programme

	2009-2010
	Committee Member of Singapore Polytechnic Rotaract Club; 
Club Service Director



	2008-2011
	Member of Singapore Polytechnic Entrepreneurs Club
Member of Singapore Polytechnic Rotaract Club




Work Experience

	Year
	Work Experience

	12/05/16- 02/12/16
(Contract)

	Assistant (Precinct Development)
National Arts Council

Assisted in NAC place management project for Civic District Singapore.

Performed leasing and tenancy administration. 


	24/11/14 – 22/05/15

(Contract)

	Facilities Executive (Corporate Services)

National Youth Council

Site: National Youth Council and National Youth Academy

Facilities management of NYC office premises.

Facilitated upkeep of building facilities and office services.

Coordinated with contractors and service providers to deliver repair and refurbishment works.
Arranged monthly invoices to Account Payable. 

Scheduled meetings and coordinated room bookings for staff.
Ad-hoc support for corporate services.


	17/12/13 – 16/04/14

(Contract)

	Technical Officer (Building Maintenance)

TRUSTREAM Pte Ltd

Site: Supreme Court 

Supported the facilities department to administer building maintenance works.

Managed the helpdesk and administrative function. 



	21/08/12 – 10/04/13

(Contract)
	Property Officer (Township)

CA Facilities Pte Ltd

Site: Tampines Town Council

Carried out daily estate works and inspections.
Arranged and coordinated rectifications and improvement works.  

Managed administrative duties such as calling of quotations and issuing of work orders.    

Attended to residents’ enquiries and feedback. 




Work Experience

	Year
	Work Experience

	15/06/12 – 17/08/12

(Contract)
	Temporary Administrative Officer 

Building & Construction Authority

Assisted in updating building records.

Arranged appointments of building inspector for inspection of commercial buildings.




Skills & Competencies
Computer Skills: Knowledge of Microsoft Office (Word, Excel, PowerPoint, Access, Project, Outlook), basic html & Css.
Language Skills: Spoken and written English and Arabic.

The fluency for the listed languages is from intermediate to high.

Activities and Interests
Running, cycling, traveling, reading, entrepreneurship, digital marketing, music, and baking.

