NORMAN BIN RAZALI
A-1-22, Apartment Green Villa, Persiaran Cemerlang,

 Sungai Tangkas, 43000, Kajang, Selangor
Phone no: 019-7565658
Email: norman05051984@gmail.com
   Personal Particulars
 Age


: 27 years
 Date of Birth

: 5 May 1984
 Nationality

: Malaysia
 Gender


: Male
 Marital Status

: Married
 IC No.


: 840505-05-5333
   Educational Background
Qualification

: Bachelor's Degree
 Field of Study

: International Affairs Management 
 Major


: International Politics
 Institute/University
: Universiti Utara Malaysia (UUM)
 Grade


: 3.09
 Graduation Date

: October 2009
 Qualification

: Diploma
 Field of Study

: International Business Management
 Major


: International Business 
 Institute/University
: Politeknik Sultan Salahuddin Abdul Aziz Shah, Selangor
 Grade


: 3.33
 Graduation Date

: May 2005
Experience
Officer Offline Service Hub Malaysia 
Company Name

: Citigroup Transactional Services Berhad (Addeco)
  Industry

: Banking 

  Duration

: May 2011 - Present

  Work Description
:

 RESPONSIBILITIES

*Perform offline investigation for the all client inquiries and tracking them to closure within the standard turnaround time.

*Work with internal suppliers to get data for progressing and resolving the cases
*Making sure documentation related to handling cases is updated and current
*Handle side projects and assisting Relationship Manager on urgent cases.
Administration Assistant (Temporary)

  Company Name

: Syarikat Mengurus Air Banjir & Terowong Sdn Bhd (SMART Tunnel)
  Industry

: Concession / Toll Operator 
  Duration

: December 2010 – March 2011 (Temporary Staff)
  Work Description
:

 RESPONSIBILITIES

 * Compiling all finance, invoices and banking statements for arbitration work on behalf of SMART Tunnel.
 * Digitizing all above mentioned documents for future references.
 * Other task ordered by the management from time to time.

Tele-sales Executive / Program Manager
  Company Name

: IBN International
  Industry

: Event Management
  Duration

: September 2010 – December 2010
  Work Description
:
 RESPONSIBILITIES
 * Planning, implementing both national and international workshops, conferences for corporate and government.
 * Promoting and conducting marketing for above mentioned events.
 Administrative Officer (N41)
  Company Name

: Malaysian Palm Oil Board
  Industry

: Palm Oil Research and Development
  Duration

: May 2009 – August 2010
  Work Description
:
 RESPONSIBILITIES
 * Planning, implementing and supervising relevant courses for MPOB officers and staffs.
 * Planning, implementing and supervising all MPOB’s both national and international conferences and workshops.
 * Coordinate all above mentioned programmes with relevant agencies and organization.
 * Other task ordered from the management from time to time. 
Skills
 Computer Competency / Literacy   
 * Familiar with any Windows, Microsoft Word, Ms Excel, Ms Power Point, Ms Publisher, and SPSS (Statistical Package for Social Science)
 Strengths
* Independent and hardworking
* Always think positive and confident
* Highly motivated 
* Good communication skills
* Able to work under pressure
* Fast learner & willing to learn
Language
 * Malay & English (Speaking & Written)
 * Spanish (Level 1)
Additional Info
Co-Curricular Activities:
* 04/05 – President of International Business Club
* 04/05 – President of Library Club 
* 07/08 – Communication Bureau for Peace Conference 2008
* 07/08 – Programme Bureau for Smart Leadership Delegation (Singapore)
* 08/09 – Committee in UUM Orientation Week (December 2007) 
* 08/09 – Activity Bureau for Smart Leadership Delegation II (Thailand)
* 08/09 – Assistant Director for Scuba Diving (First Discovery)     
   References
  Ruba’ah Masri 






Eddie Tan
  Head of Unit, 






Manager, Offline Service Hub
  Human Resource Development and Conference Management
Citigroup Transactional Services Sdn Bhd
  Malaysian Palm Oil Board




Tel: 03-23323535
  Tel: 03-87694567





Email: tan.eddie.hl@citi.com
  Email: rubaah@mpob.gov.my





