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CAREER OBJECTIVES

I would like to start of in a graduate recruitment role with a company that has a good opportunity for me to start off in a generalist role. Recently, I have completed the Bachelor of Commerce, which is major in Management and Human Resources Management at Curtin University of Technology. I hope to use my previous experience and qualifications to assist the organisation that I work for.

I would also like to stay for a long-term period within the company that I work for and work my way up which I know will take much time and patience, but what I offer my employer is total dedication and commitment.

SKILLS

· Administration skills

· Fluently secretarial working

· Fluently in customer services working

· Client focus and liaison

· Strong sense of urgency and ability to concentrate for long periods. 

· Team player with ability to work efficiently towards Team Goals.

· Capable of handling pressure whilst working with large volumes of Work.

· Highly developed Interpersonal, Written and Verbal Communication Skills.

· Advanced skills in the use of Computing Packages including Microsoft Word, Excel, PowerPoint, Email and Internet Explorer.  

· Customer driven approach and commitment to Business improvement.

· Superior Time Management and Organization Skills. 

· Punctual, Reliable, Patient & Hard Working.

· Excellent Ability to Learn & Cope with New Ideas & Concepts.

· Ability to Analyze Problems and Develop Effective Solutions.
ATTITUDE AND ATTRIBUTES

Multicultural sensitivity.

Creative and willing to apply ideas.

Honest and dependable.

Task oriented and career minded. Having an attitude to learn more. 

Flexible work attitude.

EDUCATION

In Progress


Curtin University of Technology





Master of Information Management

2004 – 2007


Curtin University of Technology (Curtin Business School)




Bachelor of Commerce 

                                                Management and Human Resource Management 

2003 – 2004


Martin College – Study Group Australia




Diploma of Business Management
2003


            HCM Economics University




Certificate of Human Resource Management
EMPLOYMENT HISTORY

June, 2007 – September, 2007
Holiday Inn Perth 





Perth, Western Australia

Position:



Food and Beverage Attendant

Job function:





-  Food and Beverage Team Leader 

-  Delivering Food and Beverage service

-  Minibar checking and restocking

-  Preparing daily paperwork 

June, 2006 – August 2006

Doctor Surgery Office





Highgate, Perth, WA
Position:



Doctor’s Assistant 
Job function:


- Receiving incoming and outgoing calls

- Filing documents

- Customer services

- Record management

- Book keeping

- Performed basically clerical work

December, 2005 – January 2006
Safron Global Group





Western Australia

Position:



Marketing and Sales self contractor
Job function:





- Promote and Sell Financial Product

June, 2002 – March, 2003                 Rang Dong Private Enterprise
                                                           Ho Chi Minh City, Viet Nam

Position:                                             Director’s Assistant
Job function:                      

       - To assist Manager in working business, to arrange  business meetings

- To utilize human relations skills to solve personnel problems within company (150 staffs)

- Training and Developing potential staffs

- Developed, promoted and supervised the activities of six staffs in Customer Service Department

- Involving in recruitment, selection, and training program
- Contact and discuss with customers by face as well as by phone.

- Update the information for Customer’s requiring
- Compose monthly report

- To do office filing, to take minutes, typing and filing

- Perform basically clerical duties
HOBBIES

Reading

Cooking multicultural foods

Playing games
REFEREE

Mr. Thanh Tam Nguyen

General Director of Rang Dong Private Enterprise

Email: ngthanhtam@rangdong.com.vn
Mr. Tim Vo

Team Leader

Safron Global Group

Phone: 9261 1124

Email: thinh@bgcconstruction.com
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