

PERSONAL DETAILS


KAMARIAH SETAPA
D-13-04 Desa Impiana Condominium
Jalan Prima Utama 2 
Taman Puchong Prima 
47100 Puchong 
 Selangor 
+6019-388 5312
princess_ladykama@yahoo.com


Vision 		:	To work in a challenging environment that enhances 
skills, knowledge and performance in order to build personal work improvement, versatile and develop ideas for greater efficiency and productivity. 

Date of Birth 	:	23rd May 1977

Place of Birth 	:	Kuala Krai, Kelantan

Marital Status 	:	Single 



EDUCATIONAL BACKGROUND :	

1999 – Diploma in Executive Secretaryship 
				University Teknologi Mara (Uitm)

				1995 – SPM Grade 1 
				Sek. Men. Ugama (A) Rahmaniah 
				Kuala Krai Kelantan 








WORKING EXPERIENCE 

Microsoft (Malaysia) Sdn Bhd – January 2021 to June 2022
EA to MD / Team Assistant 

· Support the Team effectiveness by ensuring there is a highly effective level of administrative support to the team and its clients 
· Be accountable for a broad range of activities from basic administrative tasks, to problem solving and query handling, actively contributing to projects within the team/division 
· Be a focal point of contact for the team and liaise with employees, judging priorities and ensuring the delivery of a high level of service 
· Effectively provide professional administration support to the Leaders / Managers / Department as necessary
· Establish, maintain and develop as appropriate efficient office and administration systems and processes, to ensure the smooth and effective running of the office at all times 
· Responsible for managing diaries, organising internal / external meetings, organising events, booking travel, hotels and couriers 
· Act as the focal point for the Leaders / Managers in the team, judge the priorities and proactively work with the many conflicting demands of the team 
· Administer and minute key meetings, including the management of meetings rooms 
· Collate and produce high standard documents for a variety of forums including team and management meetings, other meetings, reports and publications 
· Manage basic correspondence with clients, internal and external 
· Assist in maintaining and uploading content to the department’s intranet 
· Run reports as required and assist with the administration and co-ordination of departmental reports 
· Manage and organise the bookings for building inductions, lockers, ID card process and access rights to the building 
· Contribute to projects and activities as appropriate for the team e.g. project co-ordination, research, presentation and communication support and day-to-day operational activities 
· Be a reference point on purchasing, administrative, training and financial matters
· Manage all stationary requirements and ensure the department is adequately catered for 
· Proactively identify where additional support can be given to the leaders / managers in the team 
· Create and maintain any filing and database systems, carrying out regular reviews to ensure the accuracy and efficiency

Lendlease Projects (M) Sdn Bhd – May 2007 to October 2018 
Personal Assistant to Senior Project Director 

· Plan and manage appointments, calendars and meeting for the office 
· Managing incoming and outgoing letters and correspondence to clients and consultants
· Develop and maintaining systematic filing system both electronic and paper to ensure safe keeping of all documents
· Preparation of reports & presentations every month.  It must be in right & correct format before sending out via email
· Managing travel arrangements including flight and accommodation
· Arranging a Monthly meeting with Regional from Singapore & Australia office, preparing & ordering refreshments for them 
· Attending a weekly meeting and preparing the minutes of meeting 
· Attend to the guest visiting the office from time to time
· Updating contact list for the Project 
· Screen and prioritize all incoming mail, highlight urgent items requiring immediate response
· Managing day-to-day office administrative matters and operational requirements and liaise with top management from time to time 
· Managing office equipment (laptop, furniture, air-cond, printers & toners),  stationery stock up-to-date for the office usage
· Making sure the carpet supply at office to be change weekly
· Attend to the new staff and arranging their seats and to make sure the laptop are connected to  the printers 
· Prepare the access card for new staff and guests
· To make sure pantry items full of fruits, biscuits everyday & to arrange with supplier weekly & monthly 
· Managing the cleaner and tea lady to make sure office is clean and tidy 
· Planning and arranging events from time to time, quotation & budget and to make sure it held smoothly & successfully
· Keep track & update staff attendance daily 
· Scheduling staff night duty roster every month & replacements
· Submission of Corporate Credit Cards, staff expenses / claims weekly & monthly
· As for HR, making sure staff well-being, insurance taking care off
· Maintain strict confidentiality and interact professionally with all level of Management 
· Other administrative tasks as required






ASTRO – June 2006 to January 2007
Secretary to Senior Director, Customer Group 
(Temporary basis – Relief the secretary going for maternity leave.  After that moved to COO’s office as admin assistant) 

· Coordinating & performing an office administrative activities & storing, retrieving also integrating information
· Schedule meeting and appointments, organize & maintain paper also electronic files, conduct research, disseminate information by using telephone, email & web services
· Handling the travel & guest arrangements
· Handling all incoming calls for the Dept of Sales & Marketing 
· Responsible for a variety of admin & clerical duties necessary
· Other task or necessary assignment given 



DaimlerChrysler Malaysia Sdn Bhd – October 2005 to June 2006
Secretary to 4 Senior Managers (Yearly contract but got an offer from Astro, even though it’s only for temporary but the salary and benefits are good)

Responsibilities 

· General administrative duties such as filing, attending to telephone calls and incoming and outgoing document (letters, memos, faxes, reports etc)
· Making a travel arrangements and hotel reservation and also organize the appointment for the meeting 
· Arranging for Training venue & logistic support when required
· Handling SM’s personal matters such as payments, claims and other duties which may be required from time to time 
· To follow up with other on pending matters
· Provide liaison between department and staff
· To assist in handling the day-to-day administrative and operational matters and ensure a smooth administration of the department 
· To undertake other special assignment, ad-hoc functions and related duties specified by the management








Multimedia Development Corporation (MDC), Cyberjaya - September 2004 To December 2004

Secretary to Senior Manager (Temporary as the department is new, Biotechnology Dept. and they need someone who can assist the boss on planning and scheduling appointments.  Offer the permanent but have to wait as the HR also not sure when to absorb to permanent)


Responsibilities 

· To produce a variety of correspondence which is letters, memos, faxes, report and presentation
· To organize and maintain files of departmental correspondence, records, etc and follow up on pending matters
· To schedule appointment and coordinate arrangements for meetings
· Provide administrative assistance to management i.e. REDEX system 
· Manage flight and travel arrangements
· Facilitate the flow of information – mail, email and faxes as well as business reports
· Able to multi task assignment



ARKITEK MTAriffin – July 2003 to November 2003
Secretary to Principal (Part time job as the secretary taking a leave for a few months)

Responsibilities 

· Report directly to the Principal 
· Scheduling appointments and handling all the incoming and outgoing calls, including letters, memos, faxes and report
· Handling office administration, cleanliness and office equipment
· Conduct document amendment exercise from time to time 
· Typing all project report and minutes of meeting 
· Prepared flight and hotel booking 
· Handling  and updating all the files 
· To handle personal matters such immigration, billings, functions, credit cards etc. 
· Manages the seminar / workshop 



RANHILL CIVIL SDN BHD – January 2001 to December 2001
(Contract secretary for Hospital Serdang Project in Serdang which is yearly contract and depends on the needs for another projects)

Responsibilities 

· Reporting directly to Deputy Project Director
· To carry out administration task such as updating filings, claims  
· Handling all  incoming and outgoing correspondence for the manager 
· To prepare the letters, memos, faxes and report to all the staff / contractor 
· Dealing with contractor on behalf of supervisor for any inquiry incoming from client
· To manage the preparation of meeting held at site office
· Assist Planning dept. preparing for the weekly and monthly report
· Attending to secretarial works, telephone call, scheduling appointments 
· Assist Architect Dept. including the drawings and documentation
· Handling personal matters / files


January 2002 to March 2003  

· Report directly to 4 Construction Managers 
· Attending to secretarial work, correspondence and telephone calls
· Handling office administration, maintenance of office equipment, telephones, mobile phones
· Upkeep/update filings, leave card, medical leave, recording of incoming and outgoing correspondence such letters, memos, and faxes
· Assist the department on typing and circular memorandum to all department staff
· Attend a weekly meeting 
· Preparing monthly report and minutes of meeting 
· Assist HR Dept regarding the stationery, Leave and others












COURSE ATTENDED 

April 2021 
· SmartPA Training Program 

March 2002
· ISO 9000

April 2001
· Lembaga Pembangunan Industri Pembinaan Malaysia (CIDB)


SKILLS

· Microsoft Office – Words, Excel, PowerPoint
· Outlook 
· Typing 
· Trengkas
· Shorthand 
· Surfing internet and email 


BEHAVIOUR COMPETENT 

· Highly innovative, creative and motivated
· Can do attitude
· Able to communicate effectively
· Independent, optimistic and confident 
· Able to create a conducive and enjoyable teamwork 
· Highly approachable, friendly and helpful 
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