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RESUME

Siti Suliana Binti Abdul Halim

012-6872344

E-mail: s_suliyana@yahoo.com
PERSONAL PARTICULARS

Address

:
Blok A, T.01-U.08





Pangsapuri Putra Damai





Precint 11





62250, Putrajaya

Date of Birth

:
16 June 1981

Age


:
26 Years Old

NRIC No

:
810616-08-6346

Marital Status

: 
Single

Religion

:
Muslim

EDUCATIONAL BACKGROUND

MARA UNIVERSITY OF TECHNOLOGY

 Qualification

:  
Bachelors of Science in Information Studies with honors 




            (Records Management) 

  Year


:
2001-2004

  Date of Graduation
:
18 August 2004

  CGPA

: 
2.68
SEKOLAH MENENGAH KEBANGSAAN KHIR JOHARI

 Qualification

:  
Sijil Tinggi Pelajaran Malaysia ( STPM ) 

  Year


:
1999-2000

SEKOLAH MENENGAH KEBANGSAAN KHIR JOHARI

 Qualification

:  
Sijil Pelajaran Malaysia ( SPM ) 

  Year


:
1997-1998

WORKING EXPERIENCES

PERDANA LEADERSHIP FOUNDATION

LIBRARY DEPARTMENT

Year
: August 2006-Present
Post
: Library Volunteer
Task
: a) Indexing and Digitization

              b) Doing an indexing and cataloguing task for the library collections by using 
                 the   VIRTUA or VTLS as a system for the library


 c) Making the digitization task to fulfil the digital collections in the library

DYNACRAFT INDUSTRIES SDN. BHD. PULAU PINANG

QUALITY AND ASSURANCE DEPARTMENT

Year
: March 2006 – May 2006

Post
: Temporary Data - Entry Clerk

Task
: a) Key – in data for Enterprise Resource Planning Project ( ERP)

KOMPLEKS MIDLANDS SDN. BHD. PULAU PINANG

HUMAN RESOURCE DEPARTMENT

Year
: 28th December 2005 – 28th February 2006

Post
: Trainee

Task
: a) Assisted executive in all administration work


 b) Recorded annual leave form and MC form


 c) Managed filing System
 

OPEN UNIVERSITY MALAYSIA KUALA LUMPUR

FACULTY OF TECHNICAL ENGINEERING

Year
: November 2004 – February 2005

Post
: Temporary Clerk

Task
: a) Assisted Executive in all administration work


  b) Assisted Executive in making a call


  c) Managed filing System


  d) Key - in data
COMPUTER SKILLS AND KNOWLEDGE

1) Computer literate
: Microsoft office, Database and HTML

2) Language

: Able to speak in English and Malay

EXTRA CURRICULAR

- “Indexing and Classification Workshop” granted on December 21, 2006 at  

    Perdana Leadership Foundation, Putrajaya

- Involve as a secretariat for the Perdana Global Peace Forum at Putra World Trade     

   Centre (PWTC) (Feb 5-7 2007)

- Involve as a secretariat for the Perdana Discourse Series conducted by Perdana   

  Leadership Foundation (Aug 2006 and Apr 2007)
- Member of Kesatria Club in UiTM (2001 – 2002)

-  Protocol Bureau for “Ramah Mesra Jiran 2005” conducted by Part 5 student Faculty 

   of Information Studies
ADDITIONAL INFORMATION
1) Willing to travel
: Yes

2)) Willing to relocate
: Yes

3) Expected salary
: RM 1500 (Negotiable) 

REFEREES

1) Mr. Adnan Haris

    Librarian

    Perdana Leadership Foundation

    No. 1, Jalan P8H, Precint 8

    62250 Putraja, Wilayah Persekutuan

    Contact no :  012 – 614 6504

2) Mr. Kamarulzaman Ismail

     Asst. HR & Admin Manager

     23th Floor, Penas Tower

     488-A Burma Road

     10350 Penang     

     Contact no 
: 013 - 4187289



  04 - 2293300 
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