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Nasaruddin Bin Mansor
	Contact Info


Address

: KM 2677 Jalan SS 4, 
  
  Taman Seri Sutera, Pengkalan,

  
  78000 Alor Gajah

  Melaka
Mobile No.


: 6019 4300988
Email



: mansor.nasaruddin@yahoo.com


  
	Personal Particulars


Age


: 41 years 



Date of Birth
: 17 Jan 1973   
Nationality

: Malaysian



Gender

: Male


Marital Status

: Married



IC No.

: 730117-02-5805
	Educational Background


Highest Education
Level




: Diploma





Field of Study



: Business Studies/Administration/ Management
Major




: Business Admin
Institute / University


: Ungku Omar Polytechnic
Located In



: Malaysia



Graduation Date


: Dec 1995

Second Highest Education

Level




: Professional Certificate



Field of Study



: Mass Communications
Major




: Marketing
Institute / University


: Muadzam Shah Polytechnic

	Employment History


1. Company Name

: The Majestic Malacca
Position Title


: Human Resource Executive
Position Level


: Head of Dept
Specialization


: Management
Industry


: Services / Management
Monthly Salary

: RM 3,000/- 
Date Joined


: February 2014 – Present
Work Description:

· Heading The HR Department For The Property (The Majestic Malacca)

· Preparing Weekly & Monthly HR Reports to Group HR (Incidences, Staff Movement, Manning Status etc)

· Preparation of Documentations for Payroll Calculation (Attendance Reports, Overtime Forms, Meal Allowance Calculation, Split & Night Shift Reports etc)

· Preparing & Execute Succession Plan For Performer Staff (Base on Half Yearly Performance Appraisal Results)

· Attending & Counseling Problematic Staff and Trainees

· Representing The Property To Attend The Malacca Hoteliers HR Conference

· Conduct Orientation And Induction Session For Newly Joined Staff and Trainees

· Recruitment and Conduct Interview

· Conduct In House Training (Role Out, Do & Don't Activities, etc)

· Attended and Assisting Training Department (HQ) to Conduct Training like Train The Trainers (TTT), Customers Satisfaction Standard (CSS) & Bridges.

· Advertise Vacancies in Jenjobs.com, Bestjobs.com, workbrew.com

· Conduct GM Roundtable Meeting With Representatives (rank end file) from All Departments to Discuss Any Arising Matters / Issues Once a Month

· “Manager on Duty” Once a Week

· Assisting Group HR (HQ) in Foreign Workers Recruitment

· Maintaining & Overseeing Staff Quarters (5 units)

· Directly Involved in Special Projects Initiated by Group HR (HQ) like Paperless Appraisal Forms, Employee Satisfaction Survey (ESS) and Conversion of Hard Copy Employees’ Data to Online Data Safekeeping. 

· Assisting Hotel Manager on Special Task like Manning Activity / Productivity Study

· Conduct Survey on Increment Percentage by Hoteliers in Malacca for The Majestic Malacca

· Conduct Survey on Bonus Payment Trend by Hoteliers in Malacca for The Majestic Malacca

· Initiating and Organizing Recreational Activities for Staff like 5 Star Award Party, Annual Dinner, Bowling & Futsal Tournament, etc.

· Initiated and Handling The Majestic Malacca Toastmasters Club for Staff (especially The Management, Head Of Departments and Second Liners)

· Initiated English Class For Staff

2. Company Name

: TML Remittance Center Sdn Bhd
Position Title


: Senior Manager (Business Affairs)
Position Level


: Manager
Specialization


: Management
Industry


: Services / Management
Monthly Salary

: RM 3,500/- 
Date Joined


: October 2013 – January 2014
Reason For Leaving

: Expiry of Contract (4 months)

Work Description:

· Developing Human Capital through Induction Session, On the Job Training (Hands On), Cultivating Corporate Cultures amongst staff. 

· Handling Southern Region operation focusing Melaka, Johor and Pahang on branches operations, compliance regulatory requirements, teller operation, execution of Customer Services Excellency Policy and Customer Service Relation.

· Provide training and organizing seminar to the company employees on area to improve competencies and productivity of the staff.

· Liaising with Bank Negara Malaysia – Presentation, Dialogue and Communication on issues and approval of the company.

· Liaise with Felda, Petronas, factories, plantation, construction and semi government agencies to develop New Business Development, Marketing Financial Services and Relationship Building with the aim of penetration on new Indonesian Corridor Market. Obtain consents to do marketing and business. Maintain contact point with prospects Human Resources Department or other related departments.

· Generate revenue for branches by executing marketing and sales plan.
· Sales Management with motivation and tracking on the performance of the marketers, promoters.

· Coordinate with partners' promotion and campaign. 

· Set KPI, target quota for branches and marketers. Provide a strategic marketing and sales plan for the next 6 months

· Marketing other products to generate revenue like cross selling of new products like Prabhu Mobile, General Insurance and LBC Courier Box etc.

· New Assignment given by Managing Director on Ad-hoc basis. New assignment that required urgent attention for the Company from time to time to enhance efficiency and revenue for the branches.
3. Company Name

: Marataa Fertilizer Sdn Bhd
Position Title


: Regional Sales Manager
Position Level


: Manager
Specialization


: Management
Industry


: Business Development / Services / Management
Monthly Salary

: RM 4,500/- (Including Sales Comm)
Date Joined


: February 2013 – September 2013
Reason For Leaving

: My welfare and benefit had been compromised 
Work Description:

· Plan, identify, recruit, train and develop the sales and marketing team.

· Using banners, referral and through Jobs Malaysia to source for candidates to fill up any vacancy.

· Conducting induction session and training for the sales team

· Supervising team on their daily performance

· Managing operation & coordinating sales

· Plan, manage & execute sales exercise

· Monitoring & follow up on the outstanding accounts

· Preparing daily reports

· Preparing forecasting reports

· Monitor closely operational costs did not EXCEED budget allocated.

4. Company Name

: Alpha Neptune (M) Sdn Bhd
Position Title


: Administration & Human Resource Manager
Position Level


: Manager
Specialization


: Management
Industry


: Services / Management
Monthly Salary

: MYR 6,500/- (Including Allowance)
Date Joined


: June 2012 – February 2013 
Reasons for Leaving

: Retrenchment


Work Description
:

Human Resources
· Assisting Managing Director on Recruitment (local & foreign workers)

· Conduct Interview Sessions locally and overseas (like in Medan, Lampung, Semarang, Jakarta & Lombok)

· Conduct headhunter through Mudah.com, Jobstreet.com, Kelly Services.com, Jobs Malaysia, Jabatan Tenaga Kerja (JTK).

· Conducting induction session and training for operators & staff

· Payroll (involving in manual calculation and distribution)

· Conduct investigation and domestic inquiries (DI) when there were major issues aroused fighting, stealing, staff helping other staff punch in / punch out (punch card).

· Counseling those problematic staff like late comers, take too long break time, etc.

· Liaise personally with government body like Employee Provident Fund (EPF), PERKESO, Labour Office / Dept., Local Council.

· Liaising with Immigration Dept and Kementerian Dalam Negeri on submission of foreign workers approval (quota and permit).

· Sourcing for New Opportunity of Outsourcing Business Development such as Total Outsource Management.

Administration & Operation
· Ensure smooth running daily operations of the company like staff and foreign workers attendance, transportation in order or had been arrange for and accommodation as per CSER (Company Social Environmental Responsibility) requirement.

· Managing main office (Kota Damansara) and the offside office located in Ipoh & Skudai

· Attending problems arise on operations and staff

· Supervising staff on their daily performance like time management

· Ensure all employees performing their duties as required by the company and the company’s clients.

· Preparing weekly and monthly Performance Report

· Hostels & Transport Management For Workers (Foreign)

· Handling Compensation (SKIPPA), FOMEMA registration and immigration clearance of foreign workers at the airport.

· Overseeing Administration and Accounting Depts.

· Monitoring payment by clients & to vendors

· Checking on any discrepancies on transaction especially those towards fraud cases.

· Closely Monitoring of company inventory and purchases

· Attending to any tasks assigned by Director / Company
5. Company Name

: Vintotech Sdn Bhd
Position Title


: Manager
Position Level


: Manager
Specialization


: Management
Industry


: Retail / Services / Management
Monthly Salary

: MYR 5,500/- 
Date Joined


: April 2008 – May 2012


Reasons For Leaving

: Move to Kuala Lumpur as my spouse has been transferred to KL 
Work Description
:

Human Resource
· Assisting Directors on Recruitment & Conduct Staff Training Program

· Conduct Business & Human Development Program for College & Universities Practical Students

· Managing induction sessions for newly intake staff

· Payroll (involving in calculation and distribution)

· Conduct investigation and domestic inquiries (DI) when there were major issues aroused.

· Counseling those problematic staff

· Liaise personally with government body like Employee Provident Fund (EPF), PERKESO, Labour Office, Local Council etc.

· Liaise with the KDN & Immigration department on the foreign workers – Apply quota, submit permit, clearance at the airport.

Administration & Operations
· Managing Office, Outlet and the Company Operations

· Preparing forecasting sales report for the outlet

· Monitoring closely on the operational cost

· Productivity Management like simplifying workflow / process, cost control, avoid redundancies of work load.

· Attending problems arise on operations and staff

· Supervising staff on their daily performance.

· Managing and organizing functions, events and party at the outlet

· Overseeing Administration and Accounting Depts.

· Managing, organizing and attending meeting with directors

· Preparing Daily and Monthly Office and Outlet Performance Report

· Managing and organizing Sports & Recreational activities for staff 

· Marketing on functions and events to be held at the outlet (LSM)

· Scheduling Events and functions so that it would be properly managed

· Monitoring Inventory, Purchases and Assets
6. Company Name

: JR Joint Resources Holdings Sdn. Bhd.
Position Title


: Employee Relation Senior Executive
Position Level


: Senior Executive
Specialization


: Human Resources
Industry


: Services / Human Resources / Manpower
Monthly Salary

: MYR 3,000/-
Date Joined


: June 2007-March 2008


Reasons For Leaving

: Joining Vintotech Sdn Bhd

Work Description
:

Human Resource & Recruitment
· Assisting Immediate Superior (Senior Human Resource Manager) on recruitments (including visiting Indonesia for recruitments – Medan, Lampung, Semarang) and locally through Jabatan Tenaga Kerja (JTK), Jobstreet.com and Mudah.com
· Managing foreign workers from Indonesia, Vietnam, Nepal and Bangladesh

· Managing & organizing induction sessions for newly intake operators

· Managing & organizing Sports & Recreational activities for operators and staff like Futsal Tournament, Volleyball Tournament and Karaoke Contest.

· Payroll (involving in calculation and distributing of foreign workers salaries)

· Conducting investigation and domestic inquiries (DI) when there were major issues aroused like stealing, fighting and pregnant foreign female operator.

· Counseling those problematic operators or staff who like to “missing in action”, late comers, purposely delaying in the tasks that was assigned etc.

· Attending to any tasks assigned by Immediate Superior

Admin & Operations
· Managing meeting with warden and operators at the hostels

· Managing Joint Committee Consultation (JCC) meeting between outsourcing company, operators and customer (SONY)

· Attending problems arise on operators in production lines / hostels.

· Supervising wardens, PIC of production lines and subordinate.

· Heading Site Office (located in SONY Prai) as Department Head

· Overseeing the Administration and Accounting Dept of Prai Office 

· Preparing Monthly Prai Office Performance Report

· Manage and performing “Fire Alert” exercise at the hostels for the operators and wardens

· Ensuring all security issues for workers are covered

· Arranging for staff or workers travelling either locally or overseas.

7. Company Name

: Southern Bank Berhad / Ban Hin Lee Bank Berhad
Position Title


: Senior Operation Executive
Position Level


: Executive
Specialization


: Banking/Financial Services
Industry


: Banking/Financial Services
Monthly Salary

: MYR 2,800/-
Date Joined


: Mar 1996


Date Left 
: Apr 2005
Reasons For Leaving
: Took Voluntary Separation Scheme (VSS) as to take care of my 

  sick mother
Work Description
· Provide induction session and on the job training for newly joined staff.

· Performing Daily Operation Duty at Branch such attending to customers enquiries and needs, opening of accounts (savings, current and fixed deposits), validation of daily transaction slips and reports
· Performing Relief Duties at own branch and other branches including outstation

· Handling Operation Dept. such as Administration, Handling Customers &  Head Office enquiries on any related matters etc

· Ensuring daily operation staff is sufficient especially during peak seasons like before and after festive seasons. If there should be any shortages, a contingency plan should be implemented like sourcing for additional staff or temporary staff.

· Being an intermediate between a Unionized Staff (clerical under NUBE) and management on certain issues like job scope, staff grievances, work schedule, nature of duty and responsibilities.

· Heading the Remittance Dept and handling Foreign Currency Current Account (FCCA) and Forward Contract Account for corporate customers

· Monitoring Compliance of Anti Money Laundering Act (AMLA), Exchange Control of Malaysia (ECM) and Banking & Financial Institution Act (BAFIA) 

· Monitoring compliance of procedures by branch on related matters pertaining to Remittance, Trade Finance, Hire Purchase, Clearing and Deposits Depts.

· Assist in Promoting Credit Cards, Deposits, Banca Assurance & Loans for the bank

· Administer the Admin Dept like attendance, monitoring staff annual leaves were updated promptly, and reimbursement of claims (medical and other expenses pertaining to their nature of duties).

· Monitoring compliance of Standard Operating Procedures (SOP) of 43 branches throughout Malaysia and Singapore

· Responsible for reporting to Bank Negara Malaysia on Bad Cheque Offenders.

· Coordinating for Opening of New Branches as Project Manager – ensuring all aspects were in order like Bank Negara Malaysia approval has been obtained, sourcing for locations and premises, local authority approval for licensing and renovation works. Obtain approval from fire department, arranged for promotional items to create awareness on the existence of the new branch/bank.

· Monitoring issuance of cards

· Processing application of new / replacement of cards

· Assigning and supervising clerical works
	Top Skills


Skill


Years

 
Proficiency
MS Word

>5


Intermediate

Excel


>5


Intermediate
	Languages


Proficiency (0=Poor - 10=Excellent)
Language 


Spoken 

Written
Bahasa Malaysia

    8


     8

English



    7


     7



Chinese



    1


     0

	Additional Info


Availability 



: 2 months notice  (05 January 2014)

	Miscellaneous


Expected Monthly Salary

: RM 5,500/- 

Willing to Travel


: Heavy (>50%)
Willing to Relocate


: Will Seriously Consider
Possess Own Transport

: Yes

	References


Name




: En. Abdul Rahman Abdullah
Telephone No



: 019-4632229
Position



: Human Resource Senior Manager
Company



: Kerry Malaysia 

  Johor Plant
Relationship



: Former Employer (Alpha Neptune & JR Joint Resources)
Name




: Mr Ben Quah
Telephone No



: 06-2898000 / 019-338 0888
Position



: Hotel General Manager
Company



: The Majestic Malacca
Relationship



: Current Employer
