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                                                              Nur Azrin Binti Daud

Address         :   Lot 4640, Lorong Hanafi, Jalan Kubur, 17500 Tanah Merah, Kelantan.                    
Tel (Mobile)   :   013-9439408@013-9019616
Email
:   nurazrin85@yahoo.com

Age
:
28 years old
Date of Birth 
:  9 July 1985
Nationality
:
Malaysia
Gender
      :  Female

Marital
:
Single
IC No.
      :  850709-03-5448
Status 


Religion          : Islam
Race 

:     Malay 





Highest Education

Level
:
Bachelor Degree (July 2005 – May 2008)

  CGPA:
    2.78 
Field of
:
Office Systems Management

Study


  


Second Highest Education

Level 
:
STPM (2003– 2004)


CGPA:
    2.67


Field of 
:
Geography and History
Study
Third Highest Education

Level                : 
SPM (2002)
                                                                     


English


Good in writing and speaking





Bahasa Malaysia
: Excellent in writing and speaking
English

: Excellent in writing and speaking





UiTM

2005 (JULY)

  Committee members of Cakna Alam Club
2006 (SEPT)
        Participate in workshop for uploading web pages to the internet
2007 (FEB)             Participate in Seminar Organizational Administration: Issues in 

                                Human Management
2007 (JULY)           Participate in English workshop for writing report

School

2002                        Members of Pasukan Bulan Sabit Merah
        Members of Kelab Pelancongan
2003
                    Committee members of Bahasa Melayu association

2009



Position

: 
Administrative Assistant (Contract)

Period

:
January 2009 Until December 2011
Company

:  
Seantara Sdn. Bhd,



Lot 235, Mezz Floor Kompleks Yakin




Jalan Gajah Mati,




15000 Kota Bharu,




Kelantan



2011



Position

: 
Clerk/Personal Asisstant
Period

:
Sep 2011 to Oct 2012
Company

:  
DAXMASTER SDN. BHD



Lot 235, Mezz Floor Kompleks Yakin




Jalan Gajah Mati,




15000 Kota Bharu,




Kelantan


2012



Position

: 
Trainee Translator
Period

:
Jun 2012 to Jun 2013
Company

:  
MALAYSIAN TRANSLATION & BOOKS INSTITUTE



Section 10, Wangsa Maju



53300 Kuala Lumpur
2013



Position

: 
Subtitlist Executive (Freelance)
Period

:
September 2013 until present
Company

:  
ANNKAY KNOWLEDGE SDN  BHD




Jalan Teknologi 1/2A, Kota Damansara Signature Park,




Petaling Jaya Selangor.


· Organize the organization event such as family day, seminar; find the most appropriate location, handle booking of location.
· Create the highly accessible filing system.
· Change current work flow in order to minimized time on completing certain jobs.
· Communicate well with external contacts to properly handle direction of business relations.
· Prepare memos, letters for superior.

· Accept and select incoming calls and visitors.

· Prepare material for meeting.

· Handle translation projects including foreign languages projects.
· Communicate with clients regarding their documents information.
· Translate documents such as Birth Certificates, Letters, Marriage certificates and other documents from Malay to English/English to Malay.
· Contact with translators, clients, project supervisors on translation projects.
· Ensure all documents are error-free before handling it to editor and clients.
· Assure clients get their documents according to time.
· Translate various television programmes  such as documentaries, English drama series, Tagalog, Spanish with English script to Malay language.

· Familiar with Cavena Tempo software in order to cue the translated text.

· Able to meet deadline before passing it to the editor.

· Expert in finding the right words and meaning in Malay language.

· Able to work under pressure.

· Superior telephone, customer service and computer skills with  proficiency in Microsoft operating systems, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Project, Microsoft Outlook and Internet Explorer.
· Enthusiastic, knowledge-hungry self starter, eager to meet challenges and quickly assimilate newest and latest technologies, skills, concept, and ideas.
· Proven relationship-builder with exceptional interpersonal, communication, and presentation skills.
· Creative troubleshooter/problem solver who works hard and love challenges.

Name

 : Siti Rohaizah bt Hamzah
Telephone no.: 019- 324 8413
E-mail

 : rohaizah@itbm.com.my

Position
 : Human Resource Department Executive

Company
 : Malaysia Translation & Books
Relationship
 : Employer
Contact Info





Personal Particulars





Educational Background





Languages





Co-Curricular Activities





Experiences





Administrative Competencies








Project and Translation Competencies








Professional Profile





Reference








