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JASON KAY
)
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SENIOR ENGINEER
)
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ABOUT ME
)
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 (
Highly motivated and creative personnel.
 Expertise in initiating creative ideas and design to increase product awareness. Ready to work independently and duties competently by delivering the top-notch design.
)




 (
[STRENGTH]
)
 (
98%
) (
98%
)
 (
Motivated
) (
Creativity
)
 (
98%
) (
98%
) (
[PROFILE]
)
 (
Jason
 
Kay
April 21, 1996
+6012 345 6780
resumetrendy@gmail.com
Selayang
, Selangor
) (
:
:
:
:
:
) (
Name
Date of birth
Phone No.
E-mail
Place
) (
Multi-tasking
) (
Trustworthy
)


 (
[
LANGUAGES
]
)
 (
Malay
English
)
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EDUCATION
)



 (
BACHELOR OF 
BUSINESS
 
(
Hons
)
[ HUMAN
 RESOURCE MANAGEMENT 
]
Universiti
 
Teknologi
 Mara, Shah 
Alam
CGPA
 :
 3.85
) (
2004 - 2005
)
 (
July 
2008 
–
 
June 
2011
)[image: ]



 (
DIPLOMA OF
 SCIENCE
[  
BUSINESS
 INFORMATION TECHNOLOGY 
]
Limkokwing
 University Malaysia. 
Cyberjaya
CGPA
 :
 3.85
)[image: ]
 (
July 
2005 
–
 
June 
2008
)
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SIJIL PELAJARAN MALAYSIA
Sek
.
 
Men.
 
Teknik
 
 Kuala
 Lumpur
Gred
 :
 8A 1B
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 (
May  
20
16
 - Present
) (
EXPERIENCE
) (
SENIOR ADMIN CLERK
DXDY Cosmetic 
Sdn
. Bhd. / Kuala Lumpur
Handled
 of recruitment activities and all HR related matters 
resulted
 enhancing productivity.
Drafted 
Letter of Appointment, Confirmation Letter, and Extension of Probationary period.
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Design
) (
Photographing
) (
Travelling
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JOHN THOMPSON
[ MANAGER
 ]
ABC Travel and Tours / 
Damansara
+6012 345 6780
johnthompson@yahoo.com
) (
JOHN THOMPSON
[ MANAGER
 ]
ABC T
ravel and Tours / 
Damansara
+601
2
 34
5
 
6
78
0
johnthompson
@yahoo.com
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ADOBE 
ILLUSTRATOR
95
%
) (
ADOBE PHOTOSHOP
95
%
) (
MICROSOFT OFFICE
95
%
) (
SKILLS
) (
INTERESTS
) (
REFERENCES
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March 2012 – April 2016
) (
Rewarded
 by managing director after receiving approval of registration from Ministry of Education (MOE) as a token by 
preparing  flawless
 proposal paper for registration with MOE for open the training centre.
) (
DEAN’S LIST DEGREE
University KL / Kuala Lumpur
Obtained Dean’s Award for 4 
sem
ester
 during Degree Program.
) (
July 
2008 
–
 
June 
2011
) (
ARCHIEVEMENTS
) (
ADMINISTRATIVE ASSISTANT
AIA Insurance 
Sdn
. Bhd. / 
Sg
. 
Buloh
 
Handled
 all HR record, date (leave, MC, attendance report).
Ensured
 timely compliance with local statutory payment (EPF and SOCSO).
) (
ADMINISTRATIVE ASSISTANT
ABC Travel and Tours / 
Damansara
Prepared 
monthly financial statement.
Devised
 a scheduled and coordinate meetings, appointments among managers and resulting in reducing spend times.
) (
Oct 2010 – Feb 2012
) (
March 2012 – April 2016
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