
CURRICULUM VITAE

PERSONAL DATA

Name


: Mr. Eng Huyphong


Address

: #37B Street 118, Sangkat Mittapheap, Khan 7 Makara, Phnom Penh, Cambodia


Telephone

: 097 7777 966, 078 777 966
            Skype                          : huyphong_eng


Date of Birth

: September 09, 1982


Place of Birth

: Kampong Cham Province 


Nationality

: Cambodian


Marital Status

: Married

EDUCATION

December 2010

: M.B.A., National University of Management, Kingdom of Cambodia


 

           
  Major: Management 

September 2006
            : B.Ed., Asia Euro University, Kingdom of Cambodia         




              Major: English 


August 2006 
 
           
: B.B.A., National University of Management, Kingdom of Cambodia


 

           
  Major: Management 

July 2002                                : High School Certificate, Kroch Chhmar High School

QUALIFICATIONS

January 2013
    : Practical and Effective Administrative Skill, Organization Development Center of Cambodia
March 2012
    : Supervisory and People Management Skill, Line Management Group Co., Ltd.

July 2011
    : H.R Role & Recruitment Process Course, Sok Kong Import Export Co., Ltd. 

June 2011
    : Build Confidence Skill Course, Sok Kong Import Export Co., Ltd. 

June 2011
    : People Management Skill Course, Sok Kong Import Export Co., Ltd. 

May 2011
    : Behavior at Work & Communication Skill Course, Sok Kong Import Export Co., Ltd. 

April 2011
    : ClearView HRMIS System Certificate, Blue TECHNOLOGY

July 2007
     : HIV/ AIDS, STD, SRH Prevention Program, Community of Cambodia Women for Development

September 2006
     : Computer Certificate, the Flash Computer Center



          Application: QuickBooks 

November 2003   : Computer Certificate, Center for Information Technology (C.I.T.)


                      Application: Microsoft Words 6.0, Microsoft Excel 5.0

July 2004
     : English Certificate, Cambodia Campus Crusade for Christ (CCCC)

ACCOMPLISHMENT

Apr 2009- June 2011
   : Development- facility in the gathering all requirements from SOKIMEX for the 

                                         implementation of ClearView HRMIS System.

WORK EXPERIENCE
Sep 2009- Present         : Freelance Translator/Editor, English <> Khmer, Chinese <> Khmer
-Services: Translation, Proofreading/Editing, Transcription, Subtitling, DTP, Typesetting, Copywriting…etc. 

-Subject Matter Expertise: Computer Technology, Medical, Law and legal, Government, Healthcare, Public Health Education and promotion, Military Technologies, Business, Economic, Television and Broadcasting, Banking and Financial, Accounting, Humanities and Humanistic Studies, General,…etc. 

Apr 2008- Present
   : H R Executive, Sok Kong Import Export Co., Ltd. (SOKIMEX)                                                           

                                         Duties
1. Recruitment and Selection

· Analyze, plan, manage recruitment programs and the hiring process to

ensure that HR service provide meet the needs of company’s business.

· Coordinates, negotiates and liaise with employment and advertising agents on service fee, advertisement recruitment and interview schedules.

· Conducts interviews up to senior executive levels.

· Arranges interviews for management levels.

· Prepares letter of offer to selected candidates and letter of rejection to unsuccessful candidates.

· Occasionally sources for free lance designers within short notice and place them appropriately.

· Conduct exit interview.

2. Training and Development

· Conduct orientation program to new employees.

· Coordinates and liaises with external consultants on employees’ training need and arranges training schedules for employees.

· Evaluates the effectiveness of the respective training programs by obtaining feedback from employees.

3. Compensation and benefits

· Attends to employees’ grievances and complaints; provides guidance if necessary.

· Provides feedback to the management to enhance a better and cordial working environment.

· Ensure compensation and benefits are in line with Company policies and updated Government Regulations.

· Control Payroll Calculation, compulsory Insurances and other HR reports as required by authorities.  

· Calculate NSSF Payment and Claim benefit staffs from NSSF.

4. Performances appraisal

· Coordinates with departments to conduct annual employee performance appraisal.

5. Human resources database and personnel file

· Maintain the HR Data Base and regularly update the personnel information.

·  Maintain personnel filing system.

6. Administration 

· Maintain and update personnel records for staff (paper and electronic).

· Record leave and staff change.

· Update the staff Handbook as and when request by the HR Manager.

· Arranging meeting.

· Arranging travel for HR team.

· Keep filing up to date.

· Produce reports from the personnel laws.  

7. Others

·  Provide response to general HR enquiries verbal or written.
· Manage ClearView HRMIS System.

· Understand the Cambodian Labor law.

· Assist the HR Manager with research and other special projects.

· Take an active role in creating a safe and healthy work environment.

· Understand the local employment laws. 

Sept 2007- Mar 2008
   : Human Resources- Administrative Manager, The Willbes (Cambodia) & Co., Ltd.




          Duties

· Compliance and Consultant factory’s owner.

· Build relationship with all Government rangers.

· Build relationship with workers, workshop steward and Union.

· Set up training plan, Orientations and Coaching and Policy.

· Handle serious issue in the company.

· Consul with better procedure of any Improvement  

· Prepare all documents need for buyer.

· Do recruitment, Check document and age required by labor law.

· Implement Disciplinary and inter rules and regulations.

· Control activities day-to-day and movement of employee/workers.

· Advice and Reconcile the absent workers/employee.

· Do warning and Terminate workers/employee.

· Print New ID Cards and Employee/workers’ time cards.

· Other duties are assigned by superior.

Nov 2006-Sept 2007
    : Assist Factory Manager-H R Executive, Taiyang Enterprise Co., Ltd.




           Duties

· Supporting the factory manager and supervising factory staff 

· Compiling daily project reports and monitor worker productivity 

· Managing the stock at the factory 

· Take responsibility for quality control, ensuring that all finished products 

     meet the exceptional standards expected by the company and its customers 

· Recruit New Workers and Staffs. 

· Curriculums of Workers and Staffs. 

· Do Contract for New Workers and Staffs.

· Fill Letter of Dismissal and Resignation.

· Calculate Money for Maternity Leave with Workers and Staffs. 

· Calculate Salary for Personnel and Product Departments.

· Write Reports of Weekly Dismissal and Resignation.

· Write Reports of Meeting with Workers and Leaders on Mondays.

· Write Reports of Monthly Dismissal and Resignation.

· Perform other duties as assigned.

OTHER INFORMATION

Typing 

      : 37 wpm (English), 17 wpm (Khmer)


Computer 

      : Power Point, Internet and E-mail, Outlook Express      

Interests

      : Swimming, fishing, music, waterfall, seaside 

REFEREES


Mr. Sok Seang



Lecturer, National University of Management



Tel: 012 918 171

Ms. Tak Sophorn

HR Officer, Sok Kong Import Export Co., Ltd. (SOKIMEX)

Tel: 097 5 62 62 61

