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	Personal Details
	· D. O. B.: 16th October 1978

· Nationality: Malaysian

· Marital Status: Single

· Race: Chinese

	Education
	· 1996 – 1998          Sultan Badlishah Secondary School          Kedah, Malaysia

      STPM - 4 full passes and 1 partial pass out of 5 subjects (Physics, Chemistry, 

      Additional Math, Further Math and General Paper)

· 1990 – 1996          Tunku Putera Secondary School                Kedah, Malaysia

SPM – 6 credits

· 2001 – 2003          Portman Management Centre                    Singapore

Diploma in Engineering (Part-time)

	Experience
	1999 – 2000                     Princeton Maid Agency                          Kuala Lumpur

Admin. Executive Cum Sales Consultant

· Processed and summited customers’ application for domestic maids to Malaysian Immigration and Embassy.

· Passport renewal for domestic maids and foreign workers. 

· Sales representative and handled customers’ complaint and correspondences.

	
	2000 – 2001                     Carmel Manufacturing Pte Ltd               Singapore

Assistant Engineer

· Verified products

· Trained new operators to work in clean room

· Updated data and some QA jobs

· Handled customers’ correspondences

	
	2001 – present                  Portman Management Centre                Singapore

Admin. Officer

· Handling data entry and processing of students’ applications

· Taking charge of student’s records such as exam results, students’ database and fees payment

· Fully in-charge of stock inventory, textbooks ordering, petty cash and simple accounts settlements.

· Dealing with lecturer for collection of examination transcripts and examination questions.

	Skills
	· Ms Office products, Chinese Word Star, NJ Star, Windows 95, 98, 2000, ME and XP

· Fluent in English, Chinese and Malay

· Dialects: Hokkien, Cantonese, Hakka, Mandarin and Malay
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