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OBJECTIVE
A highly enthusiastic and organized individual, who is keen on new challenges. Industry experience in Telecommunication, Management, Sales, Administrative, Banking, Financial, Legal, Semi-Conductor, Engineering, Information Technology recruitment. Has extensive background in Corporate and Contract Recruitment. Experience working closely with Human Resources Managers and Hiring Personnel to gain full understanding of position requirements.  A fast learner and a goal oriented individual with excellent interpersonal skills. Able to work independently in a dynamic and fast-paced environment, yet a great team player. 

PERSONAL DETAILS

      Age


       :   26
         Date of Birth
      : Sept 01 1983

      Gender


       :   Female
         Marital Status
      : Married

      Permanent Residence
       : United States
QUALIFICATIONS

2004 - 2005
Bachelor’s Degree Majoring in Psychology University of South Australia
2001 - 2003
College Degree

HELP University College (Private College)
1997 - 2000
High School Diploma

Sek Men Damansara Jaya (Public High School)

INTERNSHIP

Autism Partnership, Australia

2002-2003

Applied Behavior Analysis (ABA)

Length of internship: 2 year (paid internship)

Experience: 

· Working with children with autism spectrum disorder using behavior modification. 

· Working and assisting families to streamline children with autism spectrum into pre-school and schooling system.
PROFFESIONAL EXPERIENCE

Company
:
MATCHLINK Recruitment Agency
To/From
:
December 2006 – October 2007

Position
:
Senior Recruitment Consultant

Industry
:
Human Resources 

Work Description:

· Conduct interviews and selection process, partnering with the hiring mangers and other interviewers to define interview strategy and frame offer packages
· Source candidates, conduct phone interview and schedule interview and administer testing procedures for all qualified candidates. 

· Directly responsible for project hiring on mass hiring basis involving retail and banking industries. Source and screen candidates for all level pertaining to project hiring basis. 

· Directly responsible for placement of candidates selected to fill Sales Manager, Business Development Manager, Senior Account Manager, Human Resource Manager, Senior Interior Designer position. 

· Carried out cold calling on prospective candidates for senior management base position. 

· Responsible for job posting and Jobstreet.com, JobDB.com and other free job posting websites. Conduct frequent internet sourcing with numerous recruiting sites.

· Develop and maintain relationships with local colleges and associations, to ensure a consistent process that result in generating a qualified, diverse talent pool. Participate in local career job fairs. 

· Implement cost effective sourcing strategies for identifying high quality talent in response to staffing at all levels
· Ensuring recruitment target it met on a quarterly basis. 

· Designate new clients to junior recruiter for recruitment purposes. 

· Handling and managing complaints from both client and jobseekers.

· Trouble shooting with managers on hard to recruit positions. 

· Prepare bi-weekly open position status report in Excel format. Maintain and applicant flow and hire log for all open position. 

· Process, review and analyze internal authorization to hire documents in preparing a weekly report identifying all open position. 

· Balanced both sales commission and recruitment fees aspects of business

· Develop and execute new business proposal with prospective clients. 

· Maintained complete and accurate contracts. 

· Mentored, trained and developed new team members. 

Company
:
MATCHLINK Recruitment Agency
To/From
:
January 2006 – December 2006

Position
:
Recruitment Consultant


Industry
:
Human Resources

Work Description:

· Source, screen and interview candidates for exempt and non-exempt positions.
· Source and screen qualified candidates for various position including Call Center Representative, Accounts Executive, Sales and Marketing Executive, Project and Sales Coordinator, Business Analyst, C++ Developer (Entry and Jr. level), Mechanical and Electrical Engineers (Entry and Junior levels) Administrative Executive and Assistant.

· Create, maintain and present pipelines of applicable candidate to Senior Recruiters responsible for specific requisitions. 

· Assisted with implementing major staffing initiatives. 

· Responsible for identifying and pre-screening candidates to fill over 50 open requisitions for Mortgage Sales, Collection Agents, Customer Support, and Personal Bankers. 

· Identified viable candidates using a variety of creative approaches, including online job boards, targeted Internet searches, alumni listings, professional association websites and professional networking. 

· Conducted background and reference check on all candidates. 

· Input accurate information into the application tracking system.

· Utilized company group database to recruit and manage candidate volume. 
· Demonstrated exceptional ability to anticipate recruiting manager's preferences by a high interview-to-offer ratio
Company
:
IKEA Home Furnishing Malaysia
To/From
:
November 2003 - June 2004, October 2004 – January 2005

Position
:
Customer Service Representative

Industry
:
Call Center / Customer Service / Retail

Work Description:

· To provide a timely and promptly customer service support and assistance. 

· Responsible for receiving inbound customer service inquiries. Some duties included order entry, direction verification, claim processing and complaint documentation. 

· Developed troubleshooting and problem solving skills over the phone with customers and walk-in.

· Continuously increased knowledge of the organization history to improve Call Center and Customer Service grade point service. 

· Educated and trained new employees of the goals and objectives of the customer service function. 
PRESENTLY

Organization
:
AU PAIR in America
To/From
:
November 2007 – Present

Industry
:
Work and Travel Program

Program Description:


“Au Pair” means “on par” or equal, which is an equal family member. Au Pair in America is a division of the American Institute for Foreign Study (AIFS). The American Institute for Foreign Study (AIFS) is known and respected cultural exchange organizations in the world


This is a work and travel program. It was an offer that was made since 2004.  The opportunity was to travel to America to further my interest learning and living with American families.  This experience not only gave me an in-sight to American families but further my interest learning about children with Autism Spectrum Disorder and how families cope from an every day basis. 

During the course of the program responsibilities included

· Ensuring that children had their meals

· Providing care for children when parents are at work. 

· Organizing a variety of activities for the children

· Helping out with homework and afterschool. 

· Provide baby sitting care on evenings needed. 

· Stay in touch with children school needs and providing up to date feedbacks from school with parents. 

In addition to the above, I was involved in caring for children with Autism Spectrum. With experience from my internship, the tool that was use to teach/educate children with such spectrum was behavior modification.  Part of the experience was to be train by professionals from Applied Behavior Analysis. It was enriching and rewarding to see mile stones that we see as simplicity of life.

This was an opportunity to learn and experience from a day to day basis. During my term as an au pair, I have seen how children and families cope on an everyday care and worries. During this course of time, I have gained the in-sights to learning from the very children whom we may think are not able to achieve mile stones in life. 


SKILLS
Recruiting skills: Direct sourcing, name-lead generation, initial contact, scheduling and pre-screening of candidates. 

Computer Skills: Microsoft Office, Internet Explorer, Netscape Navigator, Outlook and Navision

Additional Skills: Strong organizational and administrative skills, written communication skills. Professional telephone and e-mail communication skills. Independent and detail oriented. Able to handle multiple tasks while meeting department deadlines and maintain a customer oriented focus. 
LANGUAGES

Fluent in English and Bahasa

Fluent in Chinese (Mandarin, Cantonese, other Chinese dialects) (second language)

ACHIEVEMENTS

Volunteer – Big Brother Big Sister Program (2008-2009)

Volunteer – Summer Camp Counselor (YMCA) (2004)

Volunteer – UniSa (Australia)Student Buddy 2005
Volunteer – World Vision – Fast to Feed (2003)

Volunteer – Shoe Box Appeal (2002)
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