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Personal Assistant cum Secretary
Overview
A qualified Secretary/ Personal Assistant, she has to be filled by Passion & Dedication in her workplace.  For me, to serve in Secretarial field, I hold a principle pillar ‘Without Vision, People Perish’ (retrieve: Holy Bible, book of Proverbs, chapter 29 verse 18). I wish to & I will extend my retirement (if allowed, I would like to work >age 55) until my boss tells me my working ability is incapable for him anymore.

Objective – Boss might not need a Secretary/ PA to involve in his decision making, yet, Secretary/ PA need a strong leader (boss) to follow.  Not to climb corporate ladder, but to fully support the boss whom is readily go out for war zone.  I am wishing myself can be a shine forth qualified & capable Personal Assistant cum Secretary to my boss.  And now, I am growing & grooming from a Secretary.

[image: ]■ Core Knowledge and Functional Skill Areas
· Office Software Applications
· Office Administration
· Basic Languages Proficiency
· Verbal & Written Communication Skills

■ Personal Attributes
· Respect & Protect
· Humble
· Servant Heart
· Integrity 
· Positive Thinking

■ Educational Background
· Diploma in Executive Secretaryship (Stamford College, PJ)
· Confucian Private Secondary School (Unified Examination Certificate)




Work Experience/Background
Company   One Auto Group, Chan Sow Lin, Jalan Sungei Besi        Jun’2014 – Present
· Secretary to MD 

· Serve meals when required to prepare (breakfast, lunch) 
· Interpretation English into Mandarin (Proposal/ Document)
· Sync calendar appointment with boss’s (Google calendar) 
· Arrange cheque signatory & Board Resolutions among Directors 
· Hospitalize guests & visitors 
· Documentation Filing 
· To issue cheque on behalf of boss to make payment on Car loan/ House loan, Third-party
· Online booking Hotel & Flight accommodation
· Restaurant reservation for purposes 
· Order bouquet/ condolences flower stand to relevant party 
· Minutes meeting & participate in every management meeting 
· Work closely with boss’s personal driver/ First screening personal driver interview
· Attend to every email which related with boss’s business matter 
· Maintain good relationship with top management/ departmental head/ colleagues 
· Tasks given by boss& family member shall be my very top priority all the time 
· Travel Visa Application (Embassy)
· Monthly expenses claim submission
· Liaise with company secretary for Company Incorporated documents & Resolutions 
· Ensure company dispatch complete task given by boss 
· Coordinate relevant matters with boss other business partners/ directors

Miscellaneous roles: 
· Office admin (a role such as a ‘Housewife’ of the family ) 
- Stationary Inventory 
- Office Maintenance (Lighting, Water Leaking, TNB, Syabas, Unifi, Telekom) 
· HR assistant 
-Employment/ Confirmation/ Increment letter 
-SQL Payroll system data (staff particulars) key in
 -Leave Form & Employment Letter Filing
 -EPF submission -Job postings (Jobstreet.com/ Jobstore)
 -Make phone call & Arrange interview appointment 

■ Expected Salary
RM4200 (negotiable)
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