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Career Summary 
 
I am a capable and efficient Office Manager, with over 19 years of experiences in administrative job, 
managing office procedures and built strong interpersonal relationships with both staff and vendor over 
the years.  
 

Employment History 
 
 
Personal Assistant To CEO – The Sofa Bed Company Sdn Bhd 
(April 2021 – current) 
 

• Schedule meeting and manage calendar. 
• Answer phone calls, emails and take messages. 
• Help in daily time management. 
• Assist in all family matter as requested. 
• Monitoring driver's schedules and overtime claims. 
• Manage all vehicle & home insurances.  
• Run errands as requested. 
• Organising travels and itineraries. 
• Draft correspondence such as emails and letters. 
• Ensure all invoices to paid on time such as golf club, memberships & etc. 
• Help in monitoring operation & creative department's reports. 
• Act as Office Manager maintaining the office condition. 
• Organise the office layout. 
• Manage contract and price negotiation with office vendors, service providers and office lease. 
• Oversee and support all administrative duties. 
• Manage office inventory such as stationaries & pantry supplies. 
• Manage office budget. 
• Partner with HR to update and maintain office policies. 
• Coordinate with IT on office equipment and repair. 
• Liaise with facility management vendors such as maintenance, parking, security and cleaners. 
• Manage office insurances.  
• Coordinate with finance on all vendors billings and payments. 

 
 
Office Manager – Studio DL Sdn Bhd  
(October 2017 – December 2020) 
 

• Responsible in issuing all job’s P.Os to suppliers.  
• Responsible in issuing all job’s Invoice to clients/ agencies.  
• Calling all suppliers for invoices on a monthly basis. 
• Ensure all jobs are invoiced and sent out on time. 
• Compile & issue supplier’s cheques after payment received. 



 

 

• Maintain office condition & arranging necessary repairs. 
• Maintain & negotiate price with office vendors, service providers & office lease. 
• Liaise with facility management vendor including cleaning, gardening, catering, despatch & 

security service.  
• Write and distribute emails, correspondence memos, letters, faxes & forms. 
• Develop & maintain a whole-of-office filing system. 
• Update & maintain office policies and procedures. 
• Ensure office supplies/stationaries are stocked & research new deals & suppliers. 
• Maintain supplier’s & client’s contact lists. 
• Submit & reconcile Producer’s & MD’s expenses report. 
• Provide general support to visitors. 
• Assist producers/finance in checking contract terms & conditions when necessary. 
• Deal with studio rental’s enquiries through general email & phone. 
• Monitoring clerical functions. 
• Ensure pantry in good order (purchasing monthly refreshment). 
• Maintain office staff by recruiting, selecting & orienting. 
• Help to achieves financial objective by analysing variances & initiating corrective actions. 
• Plan in-house activities, like parties & celebrations. 
• Maintain and improve office staff job results by counselling and disciplining employees. 

 
 
Group Account Coordinator – MilkPR Sdn Bhd  

(August 2010 – May 2014) 
 

• Manage and maintain effective relationships with clients from high profile brands by being the 
first point of contact. 

• Manage and maintain effective relationships with suppliers and ensure they provide high-level 
services. 

• Provide backup support for all servicing teams and directors, and acting up as an 
Account Executive in their absence.  

• Responsible for the training of interns and new employees on office functions and procedures. 
• Monitor day-to-day media presence of clients and post-events. 
 

 
Administrative Executive – Grey Two PR Sdn Bhd  
(April 2008 – August 2010) 

 
• Manage and maintain effective relationships with clients from high profile brands by being the 

first point of contact. 
• Manage and maintain effective relationships with suppliers and ensure they provide high-level 

services.  
• Provide backup support for all servicing teams and directors in their absence. 
• Responsible for the training of interns and new employees on office functions and procedures. 
• Monitor day-to-day media presence of clients and post-events. 
• Coordinate staff claims for management approval. 

 
 
Personal Assistance – Dr. Chan Sau Soon Clinic (Gleneagles Intan Medical Centre)  
(June 2003 – March 2008) 
 

• Assist doctor in minor procedures conducting in clinic.  
• Assist patients in hospital admission.  
• Perform administrative duties such as organising patients & hospital schedules, 

appointments, meetings , incoming and outgoing calls and correspondences. 
• Assist any ad-hoc task where required. 

 



 

 

Tour Coordinator – Club Med Malaysia  
(April 2002 – May 2003) 
 
 

• Promote Club Med packages accordingly to customer’s needs.  
• Perform administrative duties such as incoming calls, checking airfares, ground transportation, 

customer complaints etc.  
• Handle bookings, invoicing and issuing tickets. 

 
• Assisted in media reports & events on the following accounts: 

 
 
 

 
 
 
Fashion/Shoes/Bags:  
Louis Vuitton Store Launch @ The Gardens, Lane Crawford, Club 21, Club Monaco, DKNY, 
COACH, Alfred Dunhill, Lee Khoon Hooi ( Malaysian Designer ), Oroton, Samsonite, American 
Touristers, Nike, Melissa Shoes, H&M, Ralph Lauren, Denim & Supply by Ralph Lauren, Salvatore 
Ferragamo, Spanx, Juicy Couture & Johor Premium Outlets ( Johor ). 

 
Watches:  
Sincere Watches, Raymond Weil , A.Lange & Sohne 250th Anniversary, OMEGA, Piaget & Frank 
Muller. 

 
Accessories:  
Selberan & Comyns. 

 
Pewter:  
Royal Selangor. 

 
Alcohol:  
Riche Monde , Moët & Chandon, Dom Perignon Vintage 2010 , Hennessy X.O, Hennessy X.O 
Appreciation Grows, Gastronomy 2010-2011, Hennessy VSOP, Kronnenbroug 1664, Kronnenbroug 
1664 L'Aperitif Fashion 2012-2013, Guinness Anchor Berhad, St. Patrick's Day by GAB, Somersby 
Apple Cider, Asahi Beer, Johnnie Walker, Johnnie Walker Black Circuit Lounge 2013 & Carlsberg. 

 
Music:  
Hennessy Artistry, Calsberg Where's The Party. Penang 2012 & Future Music Festival Asia 2011-2013 

 
Cosmetics:  
Sephora & LipIce Malaysia 

 
Banks:  
Citibank / competitors & Standard Chartered Run 

 
Courier services:  
FedEx / competitors 

 
Oil & Gas:  
Shell Trading Malaysia, Shell Global Solution Technology Conference ( Beijing ), Shell X James 
Bond QOS Movie Premiere & Caltex Castrol, Clash of the Continents. 

 
Fitness:  
Jatomi Fitness 

Key Achievements 



 

 

 
Electronics:  
Dyson, Sennheiser & OPPO Electronics. 

 
FMCG:  
Cadbury & Procter & Gamble 

 
Telecommunication:  
Kakao Talk 

 
Automotive:  
Tan Chong Motors, Infiniti Launch 2011 

 
Travel:  
Expedia, Malaysia Airlines, Tourism Australia - There's Nothing Like Australia 

Others: 
 

Nando's Malaysia & Kotex Malaysia 
 
 

• Accomplishment in PR and media: 
 

Selberan Men’s Affair  
- Assisted in models wardrobe by ensuring they were matched to the right outfits and 
were on time for the runway. 

 
Biotropic: Belum Rainforest  
- Helped the MD in preparing the background research of Belum Rainforest for his presentation. 

 
P&G Beauty: 3 Ages Miracles  
- Designed media invitations with Powerpoint targeted to the key audience to achieve the 
media attendance on the event day. 

 
ESPN  
- Disseminated articles/news content provided by client to the sports media 
for newspaper coverage. 

 
6th World Islamic Economics Forum 2012  
- Allocated interviews for foreign/local media with the international speakers. 

 
Hennessy Artistry, The Art of Mixing 2010  
Assisted in artiste management for both Da Mouth (Taiwanese Group) in 2010 and Park Jung Min 
(Korean Singer) in 2011  
- Assisted to organise one-on-one media interviews with the artistes in the hotel and ensured 
that the media chosen were best suited to promote the event.  
- Ensured media is on time for the slots being arranged, filtered all questions before the 
interview starts with the artiste manager and managed the time for each interview so 
they do not go overtime.  
- Liaison contact for VVIPs and local celebrities at arrival of the event, making sure the event 
ran smoothly. 

 
Rhythm of The Rain Gala Premiere 2013《聽見下雨的聲音》directed by the lyricist, Vincent 
Fang 方文山  
-Invited local celebrities for the gala premiere by sending out EDM invitation



 

 

 
Education 

 
Advanced Diploma in Hospitality & Tourism  
Management (1999 – 2000)  
 
 

Skills 
 
Microsoft Office  
Fundamental of Payroll Specialist – Payroll 101 (2021)  
 
 
 

Courses 
 
 
Japanese Language Proficiency Test 3 (2006) I Passed : 269/400  
Japanese Language Proficiency Test 4 (2005) I Passed : 320/400  
 
 

Languages 
 

Written Spoken  
English  
Bahasa Malaysia  
Mandarin  
Cantonese  
Japanese  
Hokkien  
 
 

References 
 
 
 
Jerry Peter – The Sofa Bed Company Sdn Bhd 
Vice President  
(+60)17 669 7009 
 
Suren Kanagalingam – The Sofa Bed Company Sdn Bhd 
Chief Finance Officer 
(+60)12 375 7654 
 
Christopher Mahendra – The Sofa Bed Company Sdn Bhd 
Business Director 
(+60)13 341 0486 
 
Seo Ai Ling – Studio DL Sdn Bhd  
Account Manager  
(+60)12 305 8975 
 
 



 

 

Grace Yong – Studio DL Xtend Sdn Bhd  
Producer  
(+60)17 956 1988 
 
 
Janis Perumal – MilkPR Sdn Bhd  
Group Account Director  
(+60)12 639 5072 
 
Erni Harlina – Grey Two PR Sdn Bhd  
Coordinator  
(+60)19 253 3164 
 
 
  


