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	CURRICULUM VITAE
	
	

	
	
	
	
	
	
	

	PERSONAL DETAILS
	
	
	
	
	
	

	
	
	
	
	
	
	

	NAME
	: SHALOT LI TWAN TI
	
	
	

	
	
	
	
	
	
	

	NRIC
	: 780102-01-6952
	
	
	
	

	
	
	
	
	
	
	

	ADDRESS
	: D-25-02, Residensi  Pandanmas 2, No2A, Lorong Delapan
  Kampung Pandan, Kuala Lumpur
	
	
	

	
	
	
	
	
	
	

	MOBILE
EMAIL
	: H/P  010-511 0857 
: shalot.li@gmail.com
	
	
	
	

	
	
	
	
	
	
	

	AGE
	: 41 YEARS
	
	
	
	
	

	
	
	
	
	
	
	

	MARITAL STATUS
	: SINGLE
	
	
	
	
	

	
	
	
	
	
	

	HEIGHT
	: 168CM
	
	
	
	
	

	
	
	
	
	
	
	

	WEIGHT
	: 60KG
	
	
	
	
	

	
	
	
	
	
	
	

	PHYSICAL DISABILITIES
	: NONE
	
	
	
	
	

	
	
	
	
	
	
	

	HEALTH
	: EXCELLENCE
	
	
	
	

	
	
	
	
	
	
	

	SPORTS
	: PILATES, VOLLEYBALL, GYM, DIVING
	
	
	
	
	

	
	
	
	
	
	
	

	HOBBIES
	:TRAVELLING, MEETING PEOPLE, EXPLORING NEW PLACES AND

 LISTENING TO MUSIC
	
	
	
	
	

	
	
	
	
	
	
	

	LANGUAGE SPOKEN
	: ENGLISH, B.MALAYSIA, 
 MANDARIN, CANTONESE
	
	
	
	

	
	
	
	
	
	
	

	LANGUAGE WRITTEN
	: ENGLISH, B.MALAYSIA
	
	
	
	

	
	
	
	
	
	
	

	ACADEMIC QUALIFICATIONS
	
	
	
	
	
	

	
	
	
	
	
	
	

	1985 - 1990
	: SEKOLAH TUNKU MAHMOOD 

  PMR (Sijil Penilaian  
  Menengah Rendah)
	
	
	
	

	
	
	
	
	
	
	

	1990 - 1995
	: SEKOLAH TINGGI  KLUANG
	
	
	
	

	
	: SPM ( 2nd Grade)
	
	
	
	

	
	
	
	
	
	
	

	1996 - 1999
	: Advance Diploma In Computer & Business Administration (Informatics)


	

	PERSONAL STRENGTHS
	· Possess good interpersonal skills and able to work under pressure,              independent with minimum supervision. Able to travel and enjoy                      meeting people and to experience different challenges.
	

	
	· Good command in English and Bahasa Malaysia written and oral. Able to converse in Mandarin and other local dialects

	

	
	
	
	
	

	COMPUTER KNOWLEDGE
	
	
	
	
	
	

	
	
	
	
	
	
	

	MICROSOFT OFFICE, EMAIL, FACSIMILE, POWERPOINT, EMAIL
	
	
	
	

	
	
	
	
	
	
	

	EXPERIENCE
	
	
	
	
	
	

	
	
	
	
	
	
	

	1999 - 2002
	Ong & Associate
	
	
	
	

	
	Human Resource Assistant cum Admin
	
	
	
	

	
	· Provide administrative support to all staff managers and to perform all complex duties and analyze all data and prepare require reports and maintain efficient contacts with all company personnel to obtain required information.
	
	
	
	

	
	· To assist with recruitment and interview process
	
	
	
	

	
	· Schedule conferences by reserving facilities at local hotel or restaurant
	
	
	
	

	
	· Assist all staff to complete all required paperwork and maintain all personnel and benefit files and draft documents for all departments and prepare all ad hoc reports to maintain an efficient attendance system
· Prepare all employee transactions for new hire and terminations in an efficient order of all office supplies and prepare require reports

· Maintain knowledge on all policies and procedures for payroll and maintain records of all departmental expenses
	
	
	
	

	
	
	
	

	2002 - 2008
	: Eden Garden Hotel  (M.I.C.E.)@The Zon Regency Hotel
	
	

	
	Appointed as Sales Coordinator (2002-2004)
	
	
	

	
	· To support the Sales & Marketing team in their proposal, confirmations,               event orders.
	

	
	· To attend to inspections and walk-in guest in the hotel
	
	

	
	· To prepare reports and weekly events forecast
	
	

	
	Promoted to Sales Executive (2004-2008)
	

	
	· To service all corporate account and travel agents in Singapore
	
	
	

	
	· To handle Room Sales  and Banquet Sales
	
	
	

	
	· To assist Sales Manager on major events held in the ZON (exhibitions),                mainly wedding banquets and annual dinner events

· To represent hotel in travel fair, exhibitions and conferences
	

	
	· To travel  twice a week to  service Singapore Travel Agents
	
	

	
	· Major in banquet sales
	
	

	
	
	
	

	2008 – 2010
	Grand Paragon Hotel Johor Bahru 

Sales Manager
	
	
	
	
	

	
	· A Newly build 4 Star Hotel open in the month of November 2008

· One of the pre opening team started in July 2008

· To create new accounts for rooms and events

· To promote and service all corporate account in Johor Bahru , Singapore and Kuala Lumpur

· Deal with seminar, corporate dinners and room sales.

· Fully in charge of Wedding Banquet and corporate events

· To in charge of banquet and room sales

	
	
	
	
	

	
	
	
	
	
	
	

	2010 - 2014

	Concorde Hotel Kuala Lumpur
Corporate Sales Manager
· Solicit corporate and individual accounts for business
· Prepare sales presentation and bids

· Respond to customer enquiry and follow up on progress

· Prepare sales proposal, invoices and confirmation

· To attend travel fair and meeting conferences

· Preparing reports and budget

· Managing special events – eg: Asia Harley Days, World Global Peace, F1, MotoGP ,etc

· Conducting side inspection

	
	
	
	

	2014 - 2015
2015 - Present

Metrojaya Departmental Stores Sdn Bhd
Buyer
· Maintain on-going relationships with vendors & suppliers

· Actively source new suppliers, negotiate buying terms with vendors and develop a financial plan for the vendors

· Manage stock level and react to changes in demand

· Manage promotional calendar across a myriad of online and offline marketing channel

· Analyze and monitor sales records trends and economic conditions

· Specializing in cosmetic and fragrance


	Metrojaya Departmental Stores Sdn Bhd
Buyer
· Maintain on-going relationships with vendors & suppliers
· Actively source new suppliers, negotiate buying terms with vendors and develop a financial plan for the vendors
· Manage stock level and react to changes in demand
· Manage promotional calendar across a myriad of online and offline marketing channel
· Analyze and monitor sales records trends and economic conditions
· Specializing in cosmetic and fragrance
Asta Chemicals Sdn Bhd
Secretary to CEO
· Providing day to day secretarial and administrative support

· Take notes and dictation at meeting 

· To manage and coordinate business schedule, to ensure smooth arrangement of meeting and company internal & external event

· Making travel arrangement and accommodation for CEO 

· To manage confidential documents, records and memorandum

· Act as ISO Document Center Control for HQ, coordinate of ISO audit internal & external and filling, taking minutes

· Undertake other special assignments, ad-hoc functions and related duties when required.

	
	
	
	
	

	Reference

Ms Au Mow Yen
Procurement Manager

Asta Chemicals Sdn Bhd

03-7941 2992 / 012-326 8979
Ms Iris Wong
Human Resource Manager
Asta Chemicals Sdn Bhd

03-7941 2992 ext 222

	
	
	
	
	
	


	
	

	


