Resume

Position Applied: facilities management clerk
Fields / Posts Interested: Any organization facilities management department
Personal Details

Name: 
Johnny   chun hin LOK


Date of Birth:
1 April 1971 (Single)


Nationality:
Chinese 


Telephone no.:
(H): 34953780
(M): 68923685


Email address:
lok_chunhin@yahoo.com


Residential address:
Flat G Floor 15 Block 2 Flora Plaza Fanling NT Hong Kong


Able to:
Travel / Station in China / Overseas


Career Aim: Assisting any organizations facilities management departments e.g. hospitals, schools, offices, shopping centers, airports, hotels to keep normal facilities checking to reduce excess facilities repair long term expenditure suddenly. 

Education Background  

Oct.2014-May 2015
University of Commonwealth Open 






Science in administration bachelor Degree

Jan 2003- June. 2005   Regent International Educational Group Institute






New Zealand Diploma In Business

Jan 2002-Nov 2002
    University of Victoria, Certificate in University English proficiency

Jan 2001-Nov 2001    Crown Institute, Diploma of management studies

1983– 1989
Lee I Yao Secondary School , F1 – F5 graduated 

HKCEE Results:

Grade
Subjects

F
English Language (Syl. B)

F
Chinese 

D
Math
E   Chinese History

E
Geography 

D
Economics

D   Principle of Accounting

Qualification  

Sept. 2015  HK Government CRE examination ,Chinese level 1 & Basic law

            53 marks pass grade

April 2013  Eureka Accounting Co., Full-Set Accounting Bookkeeping  

            certificate.


April 2011  Registered Cost Accountant, exemped from the first 8 units,The

            Institute Certified Management Accountant, Australia CIMA

June 2009   Estate Management Certificate, HK Management Association

Feb 2008    Accounting Third level Single Subjects by the Examinations 

            Board of the London Chamber Of Commerce and Industry

Working Experience

Jan 2016-current Wilson Car park management, customer service officer, average salary: $10,000

Duties: Assisting immigration to control visitors queue, controlling airport authority transfer

buses and trains queue and visitors gate and boarding time numbers etc airport service enquiry. 

Oct 2015-Dec 2015 HK SOGO Superstore, salesman position, salary: HK$9,500.00 and bonus and meal allowance Duties:
Answering clients enquiry to give Japan foods and drinks information to promote sale.

June 2015 – Aug 2015
 Hong Kong Govt. Building & Lands Dept. Contract Clerk, salary: HK$8,352.00

Duties:
Answering public enquiries by phone, performing indexing, filing, retrieval and searching o submissions and recording file movement, preparation of letters/ registered mails for delivery, photocopying, scanning, printing, paper sorting, performing messenger duties including performing outdoor delivery services and transporting files and documents as assigned by supervisor.

Aug 2014-May 2015
HK Government, Transport Dept. ( Planning Branch priority Railway Division), Contract Offical Assistant, (Salary $9,520)

Duties:
Assist Mass Transport railway to receive road architectural plans and letters and confidential and restricted documents to record time and date received to deliver to restricted staffs, collect and file these finished documents to boxes and deliver urgent documents between departments, faxing and printing.

June 2013-June 2014    Hong Kong Government, Record Management Department, 

Offical Assistant (salary $9,100 and bonus)

Duty: Assisting micro firm and administration departments to put micro film to shelf, supervise cleaners, check temperature, file disposal and logistic transportation, delivering documents

May 2012-Aug 2012     Govt. Registration & Electoral Office, General Assistant (Salary HK$8,500 & Bonus)


Duty: To check messages left by callers in the voice mail system, to assist supervisor in handling clerical matters, to answer telephone enquiries on voter  registration and election related matters.

Nature: Public service

Leave reason: contract finish, dept. employee number: 30

Nov 2011-Apr 2012     CitySuper Supermarket, Operation Support Service Supply Chain Dept. Logistic Assistant (salary HK$7,400 and achieve bonus) Duty: In a fixed schedule, receiving different supermarket stocks to register to computer and arranging the correct supermarket guideline to drivers to deliver between different supermarkets and office.

Nature: supermarket, employee number: 23   

Mar 2011-June 2011    Government, Education Bureau, Quality Education Fund Secretariat, Audit Assistant, audit team 50 staffs, one audit team leader (salary HK$8,200 )Duty: Investigating to audit schools expenditure whether is fair and true view.

June 2010-Oct 2010    Goodwell property managment Ltd 高衞物業管理有限公司 

As a Senior Property Service Assistant (salary: HK$9,000)

Duties: Assisting supervisor to manage property service and clerical job.

Nature: Property client service, dept. employee number: 15, change career 

June 2009-Oct 2009   Vivacity Enterprises Ltd, wine wholesale business As an accounting supervisor  (Salary : HK$9,500)

Duties: Applying MYOB accounting software to do accounting record

Nature: wine and drinking sale shop, employee number: 5, change firm

Mar 2008-Oct 2008   Chung & Yeung Audit Firm, as an audit clerk (Salary  $7,500 )Nature: accounting service, employee number: 10, Change firm 

July 2007-Jan 2008  C.F. CHU Audit Firm ,as an account clerk (Salary  $7,500)Nature: accounting service, employee number: 15, change firm

Jan 2005-Feb 2006   Edwin C.W. Yeung Audit firm, audit trainee (salary $7,500)Nature Audit service

Duties: Sample audit check and voucher record.

Nature: accounting service, employee number: 8, leave reason change firm

Jan 1999-Oct 1999   HK Government (Information technology Department), clerical assistant (salary$8,500)

Nature: Civil service, employee number: 15 , leaving reason contract finish

Duties: data processing HK citizen personal identity number

Jan 1993-Nov 1997  Hong Kong Audit firms, audit clerks ( salary $7,000 to $8000)

Jan 1990-Dec 1991  Hong Kong Government (Building and Lands Department ), 

Clerical assistant ,(Salary HK$4,500 to HK$5,000)

Duties: Filing, writing memos, helping architects to find files and 

Filing architectural plans.

Nature: public service, employee number: 20, leave Government

Computer Skills: MS Word, Excel, PowerPoint


Accounting software: MYOB , Peachtree, Excel, Quickbook, Dac    

        Easy,   SAP

Typing Skills:
Typing Skills: English 50-100 word /minute, Chinese 10-20 w/m

