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NOOR JULANISA AZRIN  BT MISLAN

PROFILE SUMMARY

An enthusiastic self-starter with strong leadership and communications skills. Proven academic and Curricular achievements, and possess the right technical and soft skills required to assist the organization. Achieving to achieve its goals and objectives. 

PERSONAL PARTICULARS
Name: Noor Julanisa Azrin Bt Mislan
IC Number: 881025055124
Address: 28-1 Blok A, Apt Seri Lempah,
   Lorong Jugra ,Off Jalan Klang Lama
	   58100 Kuala Lumpur

Tel: (H/P) 014 -7228298
E-Mail: julanisazrin@gmail.com
[bookmark: webProfileURL]Website: my.linkedin.com/pub/noor-julanisa/84/397/13a/
Age: 27
Height: 159cm
Weight: 62 kg
Marital: Married

EDUCATION HISTORY

JAN 2014 – UNIVERSITI TEKNOLOGI MALAYSIA (UTMSPACE) ,KL BRANCH
		 Bachelor’s degree Science (Mathematics Industry) 
		 Part Time Degree (Studies In Progress)

		 
JUN 2006 – JULY 2009	: INSTITUT TEKNOLOGI PERTAMA, MANTIN,NEGERI SEMBILAN
		  		  Higher National Diploma in Business 
		 		  (CGPA: 3.25)


Courses:  Academic Communicative English 1 & 2/ Communication English 1 & 2
	     Computer Applications
	     Business Statistics
	     Accounting 1 & 2
	     Introduction to Business
	     Basic Management 
	     Business Mathematics
	     Technical English
	     Pengajian Malaysia
	     Pengajian Islam
	     Introduction to Finance
	     Critical Thinking
     Introduction to Economics  
	     Basic Marketing
	     Managing Financial Resources
	     Organizations and Behaviour
	     Marketing 
	     Purchasing
	     Human Resource Management
     Marketing Intelligence 
     Financial Reporting
     Common Law 1
     Management Accounting: Costing and Budgeting   
	     Business Environment 
	     Quality Management 
	     Business and Decision Making
	     Advertising and Promotion
	     Sales Planning & Operations
	     Financial System & Auditing
     Taxation
	     Business Strategy
	     Small Business Enterprise
                 Research Project
                 Marketing Planning        

2001 – 2005	: SIJIL PELAJARAN MALAYSIA
	              Sek. Men. Bukit Sentosa, Rawang, Selangor

	BAHASA MELAYU
	4B

	BAHASA INGGERIS
	5C

	PENDIDIKAN ISLAM
	2A

	SEJARAH
	3B

	MATEMATIK
	3B

	SAINS
	3B

	PERDAGANGAN
	2A

	KESUSASTERAAN MELAYU
	2A




                        : PENILAIAN MENENGAH RENDAH
                             Sek. Men. Sungai Manik, Teluk Intan, Perak

		
	BAHASA MELAYU
	B

	BAHASA INGGERIS
	B

	MATEMATIK
	C

	SAINS
	D

	SEJARAH
	B

	GEOGRAFI
	B

	KEMAHIRAN HIDUP BERSEPADU PILIHAN 2
	B

	PENDIDIKAN ISLAM
	A





EXTRACURRICULAR ACTIVITIES

Police Cadet Corporal 2005
Represent regions in Sofbol Competition, 2005
· Maintained GPA of 3.0 above in 2007, 2008 and 2009 

STRENGTHS

Team player, hard worker, excellent-organizational skills, excellent written and
verbal skills, problem-solver.


PERSONAL CHARACTERISTICS

Highly Motivated, Pleasant Personality, Cheerful and Hardworking

MISCELLANEOUS

References: Available upon request
Availability: Immediate basis










WORKING EXPERIENCE

(1) Nov 2014 - Current 

Technical Executive (Treaty& Facultative) / Underwriter Assistant at Asia Capital Reinsurance, Bangsar, Kuala Lumpur 

Work Description:
		
· Provide Administrative support to Underwriters for the capturing and loading of Reinsurance risk records into the Synergy RI System & FSRI SAP in a timely manner 
· Maintain accurate and up to date files providing senior staff with information on accounts 
· Update account, contract information within the system,
· Compile statistic, and closing which include but are not limited to , pipeline premium reviews, unallocated premiums,
· Data entry and quality control
· Record management
· Organize, maintain & filling of information,
· Ensuring completeness of underwriting files and flagging gaps to underwriters
· Perform any other tasks as designated by the underwriters and senior management of the company from time to time
· SAP Entries  (policy creation) relating FAC  Settlement of Balances 
· Booking and Releasing of FAC Accounts 
· Follow up with broker /cedent on issues relating to Outstanding Balances
· Record entry and check payment of premium clients.
· Processing business proposal for Reinsurance treaty and filling. Check up all policies before beginning to process and deal with the Reinsurance policy terms and conditions accordingly guide by HQ

(2) March 2011- Oct 2014

Technical Account Executive / Underwriter Assistant at General Insurance Corporation of India (Labuan Branch) Bangsar, Kuala Lumpur (Renewal Contract)

Work Description:
		
· Booking and Release of Treaty & FAC Accounts
· All Cheque Related Transactions Viz., Issuance of Cheque & Posting of Incoming/Outgoing Payments in SAP
· Preparation of  Vouchers  for cheque related transactions
· Appropriation of vouchers
· SCMA Generation for MDP Bookings
· Purchase of Capital Items
· Asset Creations in SAP
· Human Resource Matters
· TML Entry (SAP) for all Treaty Business  viz.,  Thailand & Vietnam 
· SAP Entries  (policy creation) relating FAC   viz.., Thailand, Malaysia and  Vietnam
· Settlement of Balances 
· Booking and Releasing of FAC Accounts 
· Creation of Losses in SAP including PLAs
· Settlement of cash loss
· Follow up with broker / cedent on issues relating to Outstanding Balances
· Follow up with broker / cedent on Issues Relating to Credit for Cash Loss ( as per list attached )
· Prepare the balance sheet accounts, and processing of all data entry and withdrawal money using the SAP system
· Bank reconciliation statement.
· Record entry and check payment of premium clients.
· Manage employees attendance, leave, promotion, and related human resources.
· Processing business proposal for Reinsurance treaty and filling. Check up all policies before beginning to process and deal with the Reinsurance policy terms and conditions accordingly guide by HQ
· Prepare reports and related documents to be sent to the Head Quarter / government.
· Record and check the equipment it needs system / software.
· Provide all documents pertinent financial report for the year ended purposely for audit.

TRAINING

· Labuan International Insurance Association (LIIA) – Forensic Accounting & Insurance (12th February 2014)

· Training program on functional upgrade (Head Quarter Suraksha,India ) - FSRI & FSCD module –SAP 
(28Oct - 1Nov2013) 

· Malaysian Insurance Institute (MII) –Training Premier Crs, Finance Perspective for Non-Finance Manager- (18-19 Dec 2012 )

CURRENT SALARY 
RM 3000

EXPECTED SALARY
RM 3000

TRANSPORATION AVAILABLE: YES

DRIVING LICENCES: B2.D

NOTICE PERIOD: 3 Months
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