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Personal Details

Name
MOK Yuen Yee, Rowena（莫婉怡）

Address
Flat A, 3rd Floor, 37 Fa Yuen Street, Mongkok, Kowloon, Hong Kong
Mobile No
(852) 9056 4847
E-mail Address
rowena_mok@hotmail.com

Sex
Female

Passport No
751410765 (British National (Overseas))

Education & Qualifications

May 2009
Foundation Certificate in Korean

School of Professional and Continuing Education (“SPACE”), The University of Hong Kong

November 2008
Grade 2, Test of Proficiency in Korean (TOPIK)
Oct 2002 – Jan 2003
Company Secretarial Practice

SPACE, The University of Hong Kong
Sep 1995 – Jul 1999
Honours Diploma in Counseling and Psychology

Hong Kong Shue Yan College (Now known as Hong Kong Shue Yan University)
Apr 1993
Typewriting (Intermediate Level – First Class)

Pitman Examinations Institute
1992
Book-keeping (Elementary Level)

London Chamber of Commerce and Industry Examinations Board (LCCI)
Working Experience
Nov 2008 – May 2009
Contract Company Secretarial Assistant (Regional Law Department)

American International Assurance Company, Limited

-
Reviewing and updating the historical and current status records of all entities whose company secretarial work is handled by Regional Office to Global Entity Management System & Secretariat System

-
Assisting the Company Secretary to handle full range of professional corporate secretarial and statutory compliance duties for companies incorporated in Hong Kong and other overseas jurisdictions

-
Liaising and working with other Regional Offices and external professional parties

-
Organizing and preparing committee, board and shareholders’ meetings

Jul 2006 – Nov 2008
Assistant Company Secretary

Asahi Iwasawa & Associates Management Consultants Limited
-
Performing full spectrum of company secretarial services for private companies incorporated in Hong Kong and overseas independently
-
Maintaining and updating all statutory records for companies
-
Liaising with regulatory authorities and professional firms in connection with legal, statutory compliance and company secretarial functions
-
Drafting and preparing various correspondences to clients and various government authorities
-
Providing secretarial and administrative support to Managing Director, Business Manager and Audit Team
Jul 2000 – Jul 2006
Legal Secretary to Partner (Mr Terence K H To)

Messrs To, Lam & Co, Solicitors
-
Assisting in drafting and preparing legal documents and correspondences with civil and criminal proceedings

-
Providing full range of company secretarial duties
-
Providing full spectrum of personal, secretarial and administration supports

-
Organizing and maintaining diaries, time schedule and making appointments
-
Screening telephone calls, enquiries and requests, and handling them when appropriate
-
Maintaining and ordering office supplies, equipment and stationery

Jan 2000 – Jun 2000
Legal Secretary to Partner (Mr Terence K H To)

Messrs Knight & Ho, Solicitors & Notaries

-
Same as above

Oct 1999 – Jan 2000
Temporary Data-entry Operator

Kodak Imaging Centre

Jun 1998 – Aug 1998
Summer Student Worker

Department of Licensing Office of Residential Care Home for the Elderly, Social Welfare Department, Hong Kong Special Administrative Region (“HKSAR”)
Oct 1996 – Feb 1998
Part-time Secretary to Account Servicing Team (British-American Tobacco Company (Hong Kong) Limited)


Grey Advertising Hong Kong Limited

Jul 1995 – Sep 1995
Receptionist (Summer Job)

Grey Advertising China Limited

May 1995
Secretary (Temporary Job) to Account Servicing Team

Grey Advertising Hong Kong Limited

Community Service & Awards
2006
Distinguished Service Award

Scout Association of Hong Kong (“SAHK”)
2006
Gold Award for Volunteer Service

Social Welfare Department, HKSAR
2001
Good Service Award, SAHK

2000
- Hong Kong Scout Millennium Jamboree Medallion, SAHK


- Chief Commissioner’s Whistle, SAHK
1988 – Present
Scout, SAHK

Skills
MS Word, Excel, PowerPoint, Outlook Express, Chinese & Korean Word Processing, CSA Program & ViewPoint
Languages
Fluent in English and Cantonese, average spoken in Mandarin and fair in Korean
Availability
Immediate
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