
 

AWANG KAZRUL KAZREEN BIN AWANG KEDRI 
Bachelor of Corporate Administration 

Lot 565, Lorong Bentara 2A, Jalan Sultan Tengah, 93050 Kuching, Sarawak 
+6012-889 9059, kazrulkazreen96@gmail.com 

  

RELEVANT EXPERIENCES Expected Salary 
(RM4,500 negotiable) 

1 January 2023 
– Present 

ASSAR Corporate Services Sdn Bhd (subsidiaries of Permodalan ASSAR Sdn Bhd) 
(Executive cum Assistant Company Secretary) 
● As mentioned below. 

16 September 
2020 – 31 
December 2022 

Permodalan ASSAR Sdn Bhd 
(Executive cum Assistant Company Secretary) 
● Assist in preparation for documents to be submitted to Securities Commission through EASy 

SC system such as Form 4, Form 20 and Form 21. 
● Submission of statutory documents through MyCOID and utilizing SSM system such as 

MyData SSM and etc. 
● Assist in preparation of Board of Directors’ Circular Resolution and Members’ Circular 

Resolutions. 
● Assist in preparation of Annual Returns. 
● Assist in preparation of Board of Directors’ meetings and Committee meetings. 
● Drafting Minutes of Meetings for Board and Committee meetings quarterly and bi-monthly 

respectively. 
● To assist in drafting a written Any Other Business/Annual General Meeting to be tabled in the 

Board of Directors Meeting. 
● To assist in drafting and updating Group Secretarial Unit SOP. 
● To confirm and follow-up with Personal Assistant/Secretaries on the Board Members 

attendance for Board of Directors’ meetings and Committee meetings. 
● Monitor and maintain all Statutory Records for ASSAR Group. 
● Monitor renewal agreements relevant to ASSAR Group of Companies. 
● Monitor and renew licences such as CIDB, SPKK, PKK, UPKJ, FFO and LKIM. 
● Successfully establishing STAMPS system. 
● To assist in administrative and general duties. 
● To assist Company Secretary and Legal Manager as and when required. 

1 July 2019 – 31 
December 2019 

Malaysia Airports Holdings Berhad  
(Protégé) 
● Gain experience in utilising Inventory Movement by using SAP system. 
● Gain experience in Passenger Boarding Bridge movement tunnel which 

extends from an airport building to aircraft, enabling passengers to 
board and disembark efficiently. 

● To assist passengers to their desired Gate Area. 
● To ensure passengers satisfaction through weekly survey/questionnaire. 

 

EXTRACURRICULAR ACTIVITIES  
Jan 2021 – Jan 
2023 

Kelab Rekreasi Sukan & ASSAR (“KRSA”) 
(Secretary) 
● Submission of Annual Return for KRSA. 
● Recording of minutes of meetings for KRSA. 
● Submission of documents through e-roses. 
● Involved directly in all events/activities such as Ramadhan Festivities, 

Birthday Dinner Celebration, Ten-Pin Bowling Tournament, Badminton 
Tournament and Annual Dinner for ASSAR Group. 

 

  

mailto:kazrulkazreen96@gmail.com


EDUCATION   

2017 – 2019 Bachelor in Corporate Administration (HONS), UiTM Seremban 3, Negeri 
Sembilan 
CGPA: 2.68/4.00      MUET: Band 4        

Seremban 3 

2014-2016 Diploma in Public Administration, UiTM Kampus 2, Samarahan, Sarawak 
CGPA:3.36/4.00 

Samarahan 

2013 SMK Petra Jaya, Kuching, Sarawak 
SPM:1B+, 2B, 2C+, 2C, 2E 

Kuching 

ACHIEVEMENTS  
2022 Unit Holders Meeting of Amanah Saham Sarawak Fund 

● Preparation of notice of Unit Holders Meeting of Amanah Saham Sarawak Fund whereby it 
includes of the resolution to be passed during the meeting. 

● Preparation of Chairman’s script, layout plan and tentative of the Unit Holders Meeting. 

● Establishing relationship with third parties for poll voting procedure and results. 

  

SKILLS Microsoft 
Office 

Experienced iMovie Intermediate Adobe 
Photoshop 

Beginner 

LANGUAGES Malay Native 
speaker 

English Highly 
proficient 

  

REFERENCES Datu Haji Soedirman Bin Haji Aini 
Director 
No. 76, Lorong 3A, 
Jalan Pelita, Petra Jaya, 
93050 Kuching, Sarawak 
+60198170100 
soedir@gmail.com   

Datu Jumastapha Bin Lamat 
Director 
Lot 1246, Lorong Bentara 1, 
Di Jalan Sultan Tengah, 
93050 Kuching, Sarawak 
+60198282108 
jumastapha55@gmail.com   
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