
	Huy Kyung-Dong, dongdaemun-gu, SEOUL, KOREA

	Phone 010-4599-8225  E-mail rennie78@gmail.com


Curriculum Vitae

	Objective
	

	
	Application as a Nursery / Kindergarten teacher.

	Personal Details


	

	
	Date of Birth

:
12 November 1978

Gender

             :
Female

Martial Status

:           Single

Religion

            :
            Roman Catholic

Language-Written          :             English & Bahasa Melayu


	Work experience


	

	
	Willowglen(Malaysia) Sdn Bhd

April 2008 - October 2009

Administration & Human Resource Assistant


Organizing / maintaining / handling/ filing all internal and external correspondence 


Arranging appointments and organize meetings 


Assisting/attending to all incoming calls for the department 


Handling stationery requisition 


Coordinating travel arrangements for staff on work matters 


Assisting in drafting and typing letters


Sourcing internship students for industrial training


Handling company maintenance of office equipment


Handling Human Resource fund 


Handling documents for staff training external & internal


Any other duties as assigned from time to time
Private Tutor

April 2008 –Nov 2009

Jan 1999 – March 2003

From Kindergarten to Primary Students.

Subject : English language

Business Solution Catalyst Sdn Bhd 

September 2006  - March 2008 

Administration Executive


Organizing / maintaining / handling/ filing all internal and external correspondence 


Arranging appointments and organize meetings 


Assisting/attending to all incoming calls for the department 


Handling stationery requisition 


Coordinating travel arrangements for staff on work matters 


Assisting in drafting and typing letters


Any other duties as assigned from time to time. 

Keep In Touch (M) Sdn Bhd 

January 2005 – August 2006 

Purchase Executive/Admin Assistant cum Customer Service Coordinator 

1 Handling in all the company Purchases

2 Clerical Support 

3 Handling fully on Customer Service & Support 

4 Data Entry 

Imaging & Preservation Services Sdn Bhd 

June 2003  - December 2005

Admin Clerk

1 Admin & Clerical Support

2 Data Entry Clerk 

Caged Bird Music, Brunei 

Secretary 

February 1999 – March 2003


General clerical support 


Handling with all the Administration Support


Customer Support 

Eng Hong Supermarket, Brunei 

Assistant Secretary

February 1998 – January 1999


Assist the Secretary


Daily Clerical duties 


In charge of inventory 



	Education
	

	
	Chung Hua School , Brunei


GCE ‘O’ Level (Secondary 5)

January 1996 – November 1996

St John’s school, Brunei

BJCE (Secondary 3)

January 1992 – November 1995 

St Angela’s School, Brunei 

PCE (Primary 6) 

May 1989 – December 1991 

St Margaret’s School, Brunei 

Studied from Kindergarten to Primary 5 

January 1982 – December 1990



	Skilled Acquired
	

	
	Co-operative; Work well with people from different culture and races.

Effective written and verbal communication skills

Creative; Able to think out of the box.

Enthusiastic in doing research.

Software skills: Microsoft Word, Microsoft Excel, UBS System, ERP and Falco System. 

	Languages


	

	
	English, Bahasa Melayu, Chinese (Mandarin & Cantonese)

Able to understand very basic Korean language. 





