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WHO AM I? 

A highly motivated Forensic Accounting graduate who possesses a strong commitment & administration skills to join your company.  
My experience as a former secretary to various companies has expanded my knowledge in this industry.  

 
A quick learner who can absorb new ideas & able to exhibit confidentiality, discretion, tact, diplomacy & professionalism when dealing 

with directors & senior managers.  
 

 By taking challenge outside of my comfort zone has always given me the motivation to work hard and be determined to succeed 
throughout my career.  

 
Enthusiastic, dedicated with a commitment to find a challenging financial & administrative position with a successful, ambitious company 

that offers opportunities for career development and advancement. Having the opportunity to explore different industries gave me the 
opportunity to work with various people regardless of their gender, class, ethnicity and age.  

EDUCATIONAL BACKGROUND 

 

UNIVERSITY OF GLAMORGAN (2008-2011) 

BA (Hons) in Forensic Accounting 

(Transcripts as attached) 

  

SITI HAFIZAH HAYATUL FAIZAH ABDUL RAHIM 

Date of Birth: 22nd August 1986 

No. 11 Simpang 33 Jalan ‘D’ Kpg Perpindahan Mentiri, Brunei 

POSTCODE BU2129 

Telephone: +673-727 6666 

Email: sitihafizah.abdrahim@gmail.com 

WORKING EXPERIENCE 

 

SEJIN CONSTRUCTION SDN BHD/ 

BERRY GOOD SDN BHD 

October 2016- Present 

Confidential Secretary to the Executive 

Director  

cum Project Coordinator 

 

ANTARA TRAVEL AND TOURS 

February 2015-September 2016 

Personal Assistant to the Managing Director 

  

JATI TRANSPORT SDN BHD 

(June 2013- September 2014)  

Secretary to the General Manager 

 

RICHLAND INSURANCE SERVICES  

SDN BHD 

(January 2012-June 2013) 

Personal Assistant to the Managing Director 

FINANCIAL & TECHNICAL SKILLS 

 

 Knowledge of IT & accounting packages 

such as MYOB, SAGE, Autoline, & Forensic 

Tool-Kit (FTK); 

 Good knowledge in handling technical 

software  such as MBKS & WINGS; 

 Knowledge of inventory techniques 

 Experience of Court Room training  &  

report writing with Bond Solon; 

 

PERSONAL SKILLS 

 

 Ability to handle confidential information 

 Attention to detail 

 Confident Manner, Helpful & Polite 

 Document Management & filing 

 Interpersonal skills & Employee Relations 

 Organizational skills, Time Management 

 Planning & Prioritizing 

 Good written & verbal communication 

skills 

 Ability to cope with pressure. 

  

ADDITIONAL 

INFORMATION 

 

Possess a valid Class 3 driving 

licence and own car 

 

Language:  

Well spoken & written in 

Bahasa Melayu and English 

Language; 

 

Mandarin Chinese, German& 

French 

(Beginner/Conversational) 

 

LIST OF REFERENCES 

 

Availability upon request 
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