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PERSONAL PARTICULARS

Name 			       :Ms. Leung Yoke Chen (Allison)
		
Current Addrress	       :37, Jalan SS19/6E, Subang Jaya , 46300 Selangor

Correspondence Address :No.1,Jalan Seri Cheras 10,Taman Seri Cheras, 43200 Selangor 

Contact No		        :016-2306163 

IC Number		         :770929-14-5278 

Age			         : 44 years old    

Marital Status		         : Single

E-Mail 	       		         : allisonycleung@gmail.com

Possess 	 	          : Own Transport	

Hobbies		          : Blog, reading, build website, sewing, cooking, drawing, jogging 

24 years working experience in local and multi cultural company while part time study Diploma & Degree after secondary school. Learning new skills, new software and working experience  in the UK. 

				
WORKING EXPERIENCE

Bauer (Malaysia) Sdn Bhd						        Nov 2014 - current	
Parent Company (Bauer Spezialtiefbau GmbH)
Secretary to GM 

Duties
· Maintain confidentiality of documents & whatever confidential info received &/or have knowledge of
· Manage and carry out daily administrative tasks within the GM office
· General office maintenance
· Draft confidential correspondences, e.g. emails, letters and reports
· Attend meetings and draft meeting minutes
· Assist with documentation filling, e.g. meeting minutes, business proposals, articles etc.
· Prepare relevant materials (e.g. meeting minutes, presentation slides, business proposals) for GM before each meeting
· Set up Zoom/Microsoft meeting at Conference room
· Organise and manage events (e.g. Annual dinner parties, open house) hosted by Management/MD
· Submit tender and quotation to Client/Main Contractor
· File and update contact information of employees, customers, suppliers and external partners
· Booking Company Air ticket and hotel for project/business meeting outstation and overseas.
· Liase with sub-contractor on quotation
· Issue Bank Guarantee/ Performance Bond for new project.
· Update tender register and quotation pricing in a excel file.
· Follow up with tender status with Consultants QS/Client
· Tender document & tender drawing register on ISO documentation sheet
· Key in BOQ pricing and budgeting cost for closing tender
· Submit pre-qualification documents for Developer Client, Consultant for tendering new project 
· Manage dispatch boy daily task 
· Update BCP tendering on Bauer system (Bauer Workflow)
· To monitor and ensure that tender submission due dates are strictly adhered to, including the checking, binding, packing and preparation of outgoing submissions.



KBA (Asia Pacific) Sdn Bhd
Parent Company GmbH (Koenig & Bauer AG)	                                       Feb  2013 -Oct 2014
Secretary and Sales coordinator
Sunway Damansara,PJ Selangor

Secretary duties
· Take meeting minutes for the company engineer update outstanding work on customer machine.
· Hotels reservation and air tickets for KBA engineers service to overseas country, sales manager overseas exhibition visit.
· Prepare sales manager monthly claims – local and overseas claims (in exchange rate) 
· Apply visa for travelling to China
· Attend to walk in customers on the KBA machine 
· Receiving incoming and outgoing mail and arrange courier delivery and pick up.
· Checking and liaise with credit card merchant for card statement and issue payment for due credit accounts.
· Filling and labeling and submit documentation for director signatories and approval.
· Prepare correspondence letter, company profile, service contract and agreement for new clients.

Accounts duties
· Prepare monthly invoice to customers, deduct service pack, invoice billing to inter-company using Quickbook 
· Prepare a excel spreadsheet for income received.
· Key in invoice log
· Issue Purchase Order
· Prepare Monthly Statement of Accounts 
· Sent outstanding reminder letter, email and contact customer for payment.
· Issue Credit note for returns spare parts, cancellation invoice and Debit note for inter company balance 
deduction.
· Daily update euro exchange rate to ringgit.
· Accounts receivable and accounts payable entry for debtors and creditors.
· Liaise with auditor on the year end accounts.

Sales duties
· Prepare quotation to customers for spare parts (with Euro exchange rate) 
· New machine and prepare installation budget (e.g. engineer working hours, mileage, hotel and allowance) supplier, transportation and custom duty charges.
· Find price on the KBA Workshop
· Return faulty parts to KBA Germany
· Warranty part order from SKYMSY Germany
· Issue warranty end letter to customer machine
· Sent out email leaflet and follow with phone call appointment
· Shipping documentation for FCL and LCL shipment
· Custom duty and handling fees original Proforma invoice.
· Liaise with supplier on the engineering work cost, size and layout
· Make email and telephone appointment for service to customer machine
· Update spare part inventory and photo taking for spare parts arrival.
· Stock take and arrange for return damage spare part to Germany.
· Issue Delivery order for spare parts deliver




Talk Focus Sdn Bhd							           May 2012 Jan 2013	
Senior HR & Admin Executive					          
Tron headquarter, 36, Level 1, Jln Tago 9,		
Taman Perindustrian Tago
52200 Kuala Lumpur

Admin Duties

· Supervise receptionist job duties to be part of HR & Admin Dept.
· Purchase and stock take general office supplies stock (stationeries, toilet supplies, toner, ink, business card, letterhead, voucher, envelope etc)
· Renewals of contract service for office equipment, security alarm, telephone cable, cleaning contract, air conditioning, office leasing etc.
· Give instruction to receptionist to prepare staff access card
· Update staff car number plate for reserve parking at the office car park
· Purchase and monitoring the pantry supplies, First Aid box,light bulk and toilet supplies etc
· Contact building maintenance for light, lift repair and service 
· Asset tagging the company computers, laptop, ipad, smart phone etc.
· Record and storing MS office, MS Window, Anti-virus licence.

HR Duties

· Arrange interview session for internship student, full/part -time staff etc.
· Prepare payroll using SQL payroll system for HQ Staff, Genting Staff, Tropical City Mall & Sunway Outlet and contract retail staff.
· Set up a new thumb print system for efficient monitoring staff attendance, OT claim, commission sales and end year staff performance appraisal.
· Performance new recruitment on newspaper, advertised on Co. website and enrol to recruitment agency to filter right candidate.
· Memo for new implementation of company rules & regulations
· Prepare EPF, Socso and PCB contribution manually and with newly purchase SQL payroll system
· Submitting year end EA Forms for employee submission for income tax purposes.
· Calculating OT claims, staff commission based on the POS (point of sales system) in 3 outlets, 
· Record staff leaves, replacement leave (for customer service dept only), mc leave, study leave, unpaid leave, emergency leave.
· Calculating repayment of annual leave for resigning employees.
· Regularly contacting the EPF, SOCSO, Income tax office on questions regards to employee and employer contribution.
· Monitoring medical claim and medical leaves not exceed the company limit,
· Prepare employment letter, confirmation and increment letter, termination letter, warning letter.
· Conduct orientation for new staff and tour to meet and greet office staff
· Implementing online salary banking, letter to bank for staff credited account, prepare letter to employees to open bank account
· Set guidelines for travelling allowance, mileage claim, medical claim, mileage claim etc
· Update employees status/appointment in the Company Notice Board
· Update and circulate to staff on additional clause/policy in the Company Employee Handbook 
· Issue Memo related to Public Holiday, Health and Safety, Company announcement related to HR matters
· Prepare employment letter, acceptance termination/resigned letter, letter to Income Tax, EPF & SOCSO
· Prepare bank letter for new staff opening bank account for salary payment
· Arrange and record down the staff training schedule. 
· Update on excel spreadsheet new staff and resigned staff for the Company insurance policy and submit to insurance company for hospitalisation and PA Insurance.
· Implementing new HR guidelines like mileage claim, petrol claim, toll, panel doctor and etc.
· Conduct exit interview and record assets return from resigned staff.




Brighter Cleaning & Carpets Ltd,UK  (Formerly known as Brighter Carpets Ltd)
(Partly owned the Company)
46, Palmerston Road, IG9 5 LL Essex ,UK  
14, The Drive, Loughton IG 10 1HB Essex, UK			                Mar 2007– Apr 2012                       

· Sourcing quality and cost saving cleaning product and equipment.		
· Renewing/Following up with new and existing cleaning contracts with customers.		
· Preparing weekly reports on electrical checks/test repairs and service on equipment (So that equipment will be safe for use  at customers’ premises) Preparing  new customers with quotations and making follow up calls.
· Issuing cheque payments to suppliers and to check bank-in cheques received.
· Applications for machine loan and overdraft facility.
· Conducting monthly health & safety staff training programmes for staff handling product according to product data sheet.
· Reviewing and collecting feedback from customers on  cleaning services.
· Monitoring staff time attendance sheets. Recruiting of new staff.
· Monitoring and checking foreign worker visa status and work permits and ensuring compliance with UK Borders Agency.
· Performing HR & payroll duties according to UK regulations and complying (e.g HM & Revenue & Custom) with Sage Payroll.
· Applying to the CRB (Criminal Record Bureau)  for staff as per UK rules & regulation.
· Recording and updating staff National Insurance contributions. Contributions for staff state pensions (Under HMRC)
· Registering staff  with NSH (National Health Service) in UK 
· Undertaking basic accounting entry income and expenses journal and submissions to Certified Accountant for yearly auditing.
· Preparing statement of accounts for overdue/outstanding invoice to respective customers.
· Arranging meetings and selling company contract cleaning services in person and on the telephone.
· Responsible for customer service, preparing and delivering customer satisfaction forms to customers.
· Insuring company machinery, office equipment and vehicles.

Reason for leaving : Settle down in Malaysia


Six Star Parking Sdn Bhd(Formerly known as Captain Parking Sdn Bhd)
Level 16, Block B, Northpoint Office, Mid Valley City, KL
HR Admin cum Accounts Executive	                                                    Feb 2004-  Aug 2006

Accounts Duties

· Preparing daily parking cash receipts and bank-in slip records for monthly accounting entries. 
· Preparing daily cash for car park staff meal allowances
· Issuing monthly cheque payments to suppliers
· Sent reminder letter to tenant of their due payment for monthly car park rental 
· Generating daily sales report. 
· Obtaining directors’ signatures  for registering new private limited companies 

Human Resource Duties

· Assisting in advertising for job vacancies in the newspapers.
· OT claims, monthly annual leave, salary increments/promotions, staff resignations, insured staff personal accident insurance, and preparing documents for opening new bank account.

Admin Duties

· Stationery purchases e.g business card, parking cone, staff uniforms, parking furniture & fitting, company letterhead, receipt, petty cash, envelopes etc.
· Prepare monthly/ weekly staff payroll for full-time & part time staff. 
· Briefing meeting with staff on cleanliness, manners and politeness.
· Preparing monthly meeting minutes on parking service performance with Manager and Company Director.
Reason for leaving : Work opportunity in UK






Mah Sing Properties Sdn Bhd (Subsidiary of Mah Sing Group Bhd)
Wisma Mah Sing, Jalan Sg. Besi, KL
Accounts & Admin Officer				                                    Feb 2000 – June 2003
Promoted to Accounts & Admin Executive                                               July 2003 –June 2004

Admin Duties

· Handling accident claim forms for company registered motor vehicles, renewing car and motorcycle road tax and motor vehicle insurance. Liaising with insurance brokers and checking market price for estimating insurance purchases for company owned motor vehicles.
· Problem solving for all departments regarding office equipment break down, paper jams, replacement toner cartridge. Contact technician for repair and service.
· Managing and allocating office stationery and printing for head office, site office and new property sales launch e.g. business card, letterheads, envelope and all accounts receipts. 
· Ability to convince suppliers for price reduction (5-10% discount) on volume printing and bulk purchase stationery. 
· Sourcing and gaining approval from upper management in purchasing office equipment, furniture & fitting as well as basic kitchen appliance for staff pantry use.
· Liaising with Telekom for applying new telephone lines, fax and toll- free lines
· Basic computer/printer configuration (e.g set up printer & email network router, installing anti-virus) 
· Helping IT department in sourcing 2-3 quotations for purchasing computer hardware & software as well as filling and storing important licenses such as Microsoft Office User and accounting software CD. 
· Getting  additional discounts and free gifts for bulk purchases from external suppliers.
· Working under pressure and deadlines especially for new project property development.
· Handling telephone calls with aspect  to customers’ inquiries/complaint regarding maintenance fees, lifts breakdown, rubbish collection, pool cleaning, hall booking etc
· Receiving monthly maintenance fees for managing property flat/condo. 

Accounts Duties

· Assisting in banking cash/cheque payments into different bank accounts for different property launches.
· Working  with bank tellers and for applying bank drafts (bankers cheques) for banking into  HDA(Housing & Development Account)
· Preparing basic accounts entry for subsidiary companies (Harian Madu S/B, Mah Sing Plastics S/B, Mestika Bistari S/B, Jastamax S/B, Multi-Synergy Group S/B)
· Issuing cheque payments for Staff, Asistant Manager,Manager and Company Director salary in private and confidential for Finance Manager signature.
· Basic payroll entry for the cleaner, security guard, maintenance worker.
· Assisting the Senior Accounts Executive with accounts payable & accounts receivable entry. 
· Issuing debit & credit notes, cash vouchers, bank reconciliation, preparing payment vouchers, journal entry and general ledgers 


MCB Management Services Sdn Bhd (Subsidiary of MCB Holdings Bhd)
Company sold to Crimson Properties Sdn Bhd
5, Persiaran Lidcol, Off Jalan Yap Kwan Seng, KL
Account Assistant						              May 1997 – Sept 1998
Transfer Junior Secretary					             Oct 1998 – March 1999

Secretary duties	
· Reporting to Property Director, Crimson Development Sdn Bhd (Formerly known as MCB Holdings Bhd)
· Office etiquette such as answering telephone calls, leaving message, filling documents, fax and photostating. Make appointment for business meeting, function and events, dental & medical check up.
· Preparing correspondence letters, internal memos,  weekly minutes, shorthand and type writing.
· Knowledge in Exchange, Outlook, Mail & Access. Receiving incoming post mail and outgoing mail and forwarding  to the receptionist.
· Calling motor vehicle repair service for company car service
· Organising company annual dinner and festival events for all staff.
Accounts Duties
· Posting data entries/ accounts code on sun system and platinum accounting software. 
· Preparing computerized payroll, EPF, SOCSO, Income tax deduction, Overtime, medical claim, annual leave, weekends duty allowance using UBS Payroll v.8.0 and UBS Time Attendance v.2.0 for subsidiaries manufacturing company (MCB Concrete Product S/B, MCB Acotec Product S/B) and maintain staff personal record working under Accounts Supervisor. 
· Preparing monthly bank reconciliation for subsidiary management company, preparing quarterly notes to accounts, general ledger, cashbook, journal entries and bank book.



Standard Chartered Bank (M) Bhd
Jalan Pasar, Pudu, KL  
Bank Clerk          	                        	                                                Jan 1996-Dec 1996
	  
· Handling cash in and cash out transactions, assisting customers bank account enquiries. 
· Updating current and saving accounts, issuing and updating bank drafts, telegraphic transfers (TT), daily data entry for clearing cheques, separating local and outstation cheques. 
· Updating fixed deposit accounts for customers FD account holders.


EDUCATION AND TRAINING
· Bachelor degree in Business Administration, American University of Hawaii (2001-2003)
· Diploma in Business Administration Level 1, 1996
· Certificate in Business Administration, 1995
· English Language (Intermediate level) British Council,1995
· SPM  - Sek. Men. (P) Bukit Bintang, KL  2004
· TQM workshop in house (weekly) – Filling System, MCB Holdings Bhd
· Workshop  UBS Accounting v.9.0 & Payroll v.2.0 at Wisma MCA, Jalan Ampang
· UBS Payroll , SQL payroll system, HR 2000 (Quick Pay)
· MS Office (Words, Excel, Powerpoint) Database III, IV, Internet Google.
· UBS Accounting, MYOB Accounting, Sun System Accounting, IFCA D’Developer v.2.0,
· MS Outlook (Email), Acrobat reader, Scanner, Photo image.







REFERENCES

· Mr. Brian Tan, Tel No. 016-296 8898, TEE Resources Sdn Bhd
· Ms.Phoon Siew Wai,Tel No. 03-2698 3333 /016-2633005 (ext. 108), ARCH Group 
· Mr. John Ong Tel No. 012-3452211, Talk Focus Sdn Bhd
· Mr.Stefan Gudmundson, Tel No. +4407931210973, Brighter Cleaning & Carpets Ltd
· Ms. Kong, Tel No. 03-92216 888, Mah Sing Properties Sdn Bhd
· Ms.Jenny Chang, Tel No. 03-21628077, Crimson Properties Sdn Bhd
· Justin Tawan, Tel No. 03-7956 9366/012-2845177 Bauer (Malaysia) Sdn Bhd


LANGUAGE SKILLS
Spoken Language 
English (Fluent), Malay (Fluent), Cantonese (Fluent) and Mandarin (Basic)
Writing Language 
English, Malay
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