RESUME
NAME : AZLINDA BINTI ABDULL WAHAB
	Contact Details

	Address
: No. 45, Jalan Chengal 2, Saujana Utama 2, Sg Buloh Country Resort, 47000 Sungai Buloh, Selangor Darul Ehsan, Malaysia
Mobile No. 

: 016-6600713

Email


: indayu73@gmail.com


	Personal Particulars

	Age


: 42 years
Date of Birth

: 31 Oct 1973
Nationality

: Malaysia
Gender


: Female
Marital Status

: Married
IC No.


: 731031-10-6190
Permanent Residence
: Malaysia


	Qualification

	Qualification

: Bachelor's Degree
Field of Study

: Business Studies/Administration/Management

Major


: Marketing/Admin/Economics/Agribusiness

Institute/University
: Universiti Putra Malaysia, Malaysia

Grade


: 2nd Class 

Graduation Date
             : Apr 1997


Qualification

: Higher Secondary/STPM/"A" Level/Pre-U

Field of Study

: Sciences

Major


: Science

Institute/University
: Universiti Pertanian Malaysia, Malaysia

Grade


: Grade A/1st Class

Graduation Date
             : Apr 1993



	Working Experiences

	(A)
Company Name
             : Sekolah Rendah Islam Integrasi At-Taqwa
Position Title

: Administrative Assistant Principal & English Teacher
Position Level

: Senior Assistant of Co-curricular Activities 
Specialization

: Academic
Industry


: Education
Duration

             : 2014 -2016
Work Description: 
Duties:
Focus on teaching English Language subject to level 1 pupils ; Taking care of the school academic activities ; Assist the principal on the school administration job scope ; Monitor all the teachers’ duty performance ; Monitor the pupils grades and disciplines.
Had experience on teaching English Language subject to standard 4 and 5 previously
Accomplishment:

Liaise with the Gombak PPD (Pejabat Pendidikan Daerah) personnel on UPSR examination for the first batch of standard 6 pupils in year 2015. Managed to guide the young new teachers on how to perform in a private organisation ; Assist to motivate the pupils to achieve higher grades ; Built good rappo with parents of the pupils ; Attend meetings with JAIS/KPM personnel regarding private schools programme ; Obtained the certificate of ‘Perakuan Mengajar Guru Sekolah Islam JAIS’ ; Obtained the certificate of ‘Kursus Asas Pendidikan Psikologi Kanak-kanak’
(B)

Company Name
             : Malayan Banking Berhad (Private Banking Centre)
Position Title

: Relationship Banker

Position Level

: Senior Executive

Specialization

: Banking/Financial Services

Industry


: Banking / Financial Services

Duration

             : Mar 2006 - May 2008

Work Description: 
1) Being a single point of contact between customers and the Bank. Handle personal accounts especially on High Net-Worth customers such as Tan Sri /Dato'/Datin/CEO'S/expatriate/etc. Maintain a high degree of responsibility towards customer confidentiality due to handling their Wealth Management planning
2) Client visitation and build customer relationships with customers to provide value-added financial advisory. Find opportunity to cross-sell the Bank products & services to customers
3) Distribute the Bank's as well as 3rd party products & services (Protection/Unit Trust/Investment Linked/Structured Products/Credit Cards/Lending). At the same time to achieve the sales target given

4) Customer acquisition (develop new business opportunities by generating referrals from customers, base branch & other channels)

5) Customer Service - Attend to customer's operational needs and requests promptly & courteously, so as to attending customer's queries / complaints tactfully and professionally ; Adapt KYC concept

6) Assisting the Manager to manage Private Banking operations & activities. Relief the Manager as well as the Operations Officer during their absence

7) To review customer's portfolio on a regular basis and update their profile in the system. To monitor all incoming & outgoing monetory are compliance to AMLA regulations

8) Handle all credit applications and operations transactions within the authority limit. Assist on the general administrative work as well

9) Promote teamwork and development of self & others. Responsible to supervise an operation officer and tellers

10) Attending courses and trainings scheduled by the HQ for better product knowledge. In addition, to participate in any events & functions organised by the Bank for internal and external purposes

11) Attend seminars and briefings arranged by the Fund Managers / other departments for gaining more information and understanding on current market situation and funds status. Attend meeting from time-to-time with the Management and other subordinates

Accomplishment :

1) Top Achievers award given by Consumer Banking of Selangor Region for distributing CORE CG Fund (RM1Million & above Category)

2) One of the Top Achievers in Islamic TCP4 Fund campaign, awarded by Consumer Banking of Maybank HQ

3) One of the Top 13 Qualifiers in Malaysia for Beijing, China trip organised by OSK-UOB Trust Management Bhd for distributing their AREF fund

4) Awarded as the Top Relationship Banker nationwide in FY2007-2008 by Maybank HQ Wealth Management Unit for distributing AsiaPac fund

5) Being awarded as the Most Dedicated Staff in Private Banking, Shah Alam for the month of August 2007 and the Most Consistent Staff for the month of October 2007

Reason for leaving :

- Advised by gynae to have more rest during my last pregnancy in end/2008 (3rd & last caeserian)

- In addition, have baby-sitter problem at that point of time. Now, have helper to take care of kids. 
(C)
Company Name
             : Three Bond Technology (M) Sdn Bhd  –  Japanese based company
Position Title

: Senior Sales Coordinator Executive

Position Level

: Senior Executive

Specialization

: Purchasing/Inventory/Material & Warehouse Management

Industry


: Chemical / Fertilizers / Pesticides

Duration

             : Jan 2000 - Jan 2006
Work Description: 
(1) Purchasing

(2) Shipping

(3) Invoicing

(4) Inventory Control

(5) Customer Service

(6) General Sales Administration

(7) Coordinator Team Leader
Accomplishment :

- Gather information from customers (customer service) and managed the sales department administration work. Attend to customer’s complaints and queries through teleconversation and flow information internally
- Managed to change the company inventory control from manual documentation to systematic (ACCPAC).

- Purchase goods (issue Purchase Order) based on the Sales Department and Management requirement. Ensure the goods ordered arrives on time in good condition.

- Handle shipment from Japan, Thailand and Singapore to Malaysia warehouse and customer (FOB S''PORE). This includes liasing with appointed forwarder on the tax & duty occured.

- Overall control from beginning (purchase goods) until the end (stock arrive at customer place & billing customer).

- In-charge of System Inventory Control (both warehouses located in Malaysia and Singapore). This includes month-end stock take and yearly stock auditing participation. Adapt FIFO Stock Flow.
- Dead stock and total freight charges control

- Control Sales Coordinator Team (as a leader). Managing 2 subordinates who handle FOB and CIF delivery arrangement each person.

- Deal with Malaysia Customs Dept and MITI for export and sales tax exemption application to Singapore, Thailand or other countries.
- As a Senior Executive, attend monthly meeting with the Management to discuss and review the Team, all Department and overall Company’s performance
Reason for leaving:

Looking for better career enhancement given to local employee

(D )
Company Name
             : JPK (Malaysia) Sdn Bhd

Position Title

: Sales & Marketing Executive

Position Level

: Junior Executive

Specialization

: Sales - Corporate

Industry


: Manufacturing / Production

Duration

             : Feb 2000 - Jun 2000

Work Description: 
Duties:
Service Existing Customers, Liase With Customers on Pricing, Forecast, P/O, Delivery Matters, Issue Kanban, Generate Invoice & D/O, Attend Sales Meeting

Accomplishment:

Maintain Current Customers, Straighten-up Messy Documents Pertaining To New Order and Payment Matters

Reason for leaving:

Looking for better/safer working environment and good management structure

(E)
Company Name
             : Isolectra Malaysia Sdn Bhd

Position Title

: Sales Coordinator

Position Level

: Junior Executive

Specialization

: Sales - Retail/General

Industry


: Telecommunication

Duration

             : Apr 1999 - Oct 1999

Work Description: 
Market survey, develop sales strategy, customer service, locate new customers, liaise with customers/principals on all sales matters. Prepare quotations, sales report, response to new inquiry/walk-in customers, presentation coordination.

Accomplishment:

Performance satisfactory by Head of Dept. and colleagues, closed sales deal, well PR.

Reason for leaving:

Looking for a more stabil company with better management
(F)
Company Name
             : Minebea Co. Ltd.  -  Japanese based company
Position Title

: Sales Executive

Position Level

: Junior Executive

Specialization

: Sales - Corporate

Industry


: Electrical & Electronics

Duration

             : May 1997 - Mar 1999

Work Description: 
Duties:
Service existing customers (Japanese), look for new customers, negotiate sales matters with customers / HQ in S'pore & Japan

Accomplishment:

Bring in new sales from local customers (POEM,TVR,EPE) and service Japanese-based customers

Reason for leaving:

Looking for nonout-station travelling & indoor position, more working experience



	Skills & Certificates

	(Proficiency: Advanced - Highly experienced; Intermediate - Familiar with all the basic functionalities; Beginner - Just started using or learning the skill)

Skill

Years

Proficiency

MS Office

>5

Advanced

Customer Service

>5

Advanced

AccPac System

3

Advanced

Active Listening

5

Intermediate

Market Survey

5

Intermediate

Lotus Notes System

2

Intermediate

Adobe PhotoShop

1

Beginner

Certification / Courses Attended @ Work
Certified Financial Planner – up to Module 2 (2008)

Rancangan Perniagaan (2008)

Banking Law & Practise for Officers (2007)

Corporate Etiquette (2007)

Building High Performance Team (2007)

CEILI License (2006)

PCE Life & General Insurance License (2006)

Unit Trusts License / FMUTM (2006)

Classification of Goods & ASEAN Harmonised Tariff Nomenclature / AHTN (2005) 

Managing International Trade Procedures & Documentation (2005)

Incoterms 2000 (2004)

Purchasing Practises and Applications (2002)
Mini Workshop on Customs Duty & Exemption (2002)

Professional Selling Skills (1999)

Certificate of ‘Perakuan Mengajar Guru Sekolah Islam JAIS’

Certificate of ‘Kursus Asas Pendidikan Psikologi Kanak-kanak’


	Languages

	(Proficiency: 0=Poor - 10=Excellent)
Language

Spoken

Written

Bahasa Malaysia

10

10

English

10
9

Japanese

1

0



	Text Resume / Additional Info

	PERSONAL PARTICULARS :-
Interests                         : Reading, Watching TV, Listen To Music, Table-Tennis, Volleyball, Travelling

Height/Weight                 : 1.55m / 60kg

Character                        : Friendly, Cheerful, Charming, Willing To Learn & High Self Confidence, Fast Learner, Good Listener, Not Easy To Give Up, A Good Team Leader & Player,  A High Productivity Employee, Good Communication and Inter-Personal Skills, Customer-Service Oriented, Efficient in Problem-Solving and Decision-Making
EDUCATION & QUALIFICATION

1993 - 1997 - Graduate from Universiti Putra Malaysia, Bachelor Of Science (Agribusiness) / Business Admin – 2nd Class
1991 - 1993 - Pre University, Science Matriculation, University Putra Malaysia - Pass

1989 - 1990 - Sekolah Menengah Perempuan Sri Aman, Petaling Jaya, Selangor.

Sijil Pelajaran Malaysia (SPM) - Grade 1 (18)

1986 - 1988 - Sekolah Menengah Perempuan Sri Aman, Petaling Jaya, Selangor.

Sijil Rendah Pelajaran (SRP) - Grade A (11)

1980 - 1985 - Sekolah Rendah Kebangsaan Kg Tunku, Petaling Jaya, Selangor.

Peperiksaan Penilaian Darjah Lima - 4A 1B

INDUSTRIAL TRAINING :-

1.

COMPANY : Maersk Malaysia Sdn Bhd

PERIOD : April - July 1996

DEPARTMENT : Personnel & Admin

2.

COMPANY : Tractors Malaysia S/B

PERIOD : April - July 1995

DEPARTMENT : Human Resource

Awards/Curricular Activities during Study 
-------------------------------------------------------------
SECONDARY SCHOOL PREFECT & CANTEEN WARDEN (SEK. MEN. SRI AMAN)
VOLLEYBALL PLAYER FOR INTER-VARSITY (UPM),

VOLLEYBALL PLAYER FOR INTER-COLLEGE IN UPM (6TH COLLEGE),

FACILITATOR AND ORIENTATION COMMITTEE MEMBER IN UPM (6TH COLLEGE),

COLLEGE EXCO IN UPM (6TH COLLEGE)
CAKLEMPONG-MUSIC TEAM MEMBER (UPM)


	Job Preferences

	Position Level : A teacher ( preferences : (i) English Language (ii) Mathematics (iii) Bahasa Malaysia )
Field : Academic / Co-curricular only
Location Preference : Saujana Utama area / Puncak Alam / Sungai Buloh
Expected Monthly Salary
             : to be discuss
Willing to Travel


: Medium
Willing to Relocate

: Will Consider
Availability


: Immediately or To-Be-Advise (2017)


	References

	
Name
             : ZURINA BINTI OMAR
Relationship
: EX-COLLEAGUE
Position

: OPERATIONS OFFICER, MALAYAN BANKING BERHAD

Tel

: 019-2197691
Email

: zurin1974@gmail.com

Name
             : SURAIYA BTE ISMAIL KHAN

Relationship
: FRIEND

Position

: AIR-TICKETING OFFICER, MALAYSIAN AIRLINE SYSTEMS (MAS)

Tel

: 012-3668786
Email

: suraiyakhan92@yahoo.com
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