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Zuhaili Binti Zullkufli

No.15 Jalan Lagong, 27/84 Taman Alam Megah,

Seksyen 27, 40400 Shah Alam, Selangor.

zuhaili_zullkufli@yahoo.com

Mobile: +6013-253-8499
CAREER OBJECTIVE
To build a long-term career in translation with opportunities for career growth

PERSONAL PARTICULARS

Age

: 30 years old



Date of Birth
: 29 August 1988

Nationality
: Malaysian



Marital Status
: Married
PERSONAL STATEMENTS

​​​

I am a self-starter who always in a prepared mode to encounter any challenges and tasks in hand. I am capable of working under pressure and to tight deadlines. I am also keen to learn new things in a new environment with an extra effort to strive for what is best for the company as I believe in the strong ability of each human being has to drive themselves beyond limits.

EDUCATIONAL BACKGROUND

Qualification
:Bachelor of Applied Language Studies (Hons.) (English for Professional Communication) with a minor in Business Management

Institution
: Universiti Teknologi MARA, 2009-2012 

Result

: 3.55/4.00 (CGPA)

Qualification
: Diploma in English Communication with a minor in Business Management

Institution
: Kolej Profesional MARA, 2006-2009

Result

:3.67/4.00(CGPA)

HONORS AND AWARDS
Silver Award at Mini Team Excellence Convention 2014 

Siver Award at the Regional Team Excellence Convention 2014

Best Student for Leadership & Personality Award, Academy of Language Studies, 2011

SKILLS

Certificate
: Diploma in Professional Translation (PPM-DBP)
Softwares
: MS Office (Word, Excel, Powerpoint), Adobe Photoshop (beginner)

CAMPUS AND COMMUNITY ACTIVITIES

2011-2012
President of Sekretariat Mahasiswa Fakulti, Academy of Language Studies



Project Manager of Projek Kasih Sayang 1 Malaysia, Academy of Language Studies
Project Manager of Program Pemantapan Wawasan, Academy of Language Studies

Program bureau for OPKIM Perdana, UiTM Shah Alam

Protocol bureau for Night of Excellence, Academy of Language Studies

2010
Invitation & Registration bureau for Majlis Kemuncak Bahasa & Budaya 1 Malaysia, UiTM Shah Alam

Program Bureau for Night of Excellence, Academy of Language Studies

2007
Athelete for Karnival Sukan Kolej MARA (KASUKMA)



Facilitator of Junior Orientation Week, Kolej Profesional MARA

TRAINING & SEMINARS

Succession Planning, Malaysian Institute of Human Resource Management (MIHRM), 2013

Seminar Program Siswaniaga SeMalaysia”, 2007

Kursus Latihan Keusahawanan/Program Siswaniaga (PSN) dan Personal Financial Intelligence (PFI), 2007

Kursus Asas Keusahawanan (KAKS) , Institut Keusahawanan Negara (INSKEN)”, 2008

EMPLOYMENT HISTORY

SMG Entertainment Sdn Bhd, SDI Media Malaysia & i-Yuno Media Berhad

Freelance Translator (Subtitle), English <> Bahasa Malaysia



Responsibilities:

To translate subtitles for TV programs from English <> Bahasa Malaysia

To translate subtitles for TV drama, movies, cartoons, documentaries and more according to schedules.

To produce captions that is translated to an excellent standard, with correct grammar and punctuation within deadline.
To translate subtitle closed to 100% of its original meaning by taking into consideration of sensitive aspects such as cross cultures.
To ensure captions conform to the each Media Style Guide.

Puncak Niaga (M) Sdn Bhd

Executive, Human Capital Development Department

: November 2012 – June 2014

( 
Practical Trainee, Human Capital Development Department
: March – June 2012

Responsibilities:

To prepare Succession Planning Guideline & Modelling for early stage of implementation.

To integrate, prepare and update data on employees’ training history and performance for Management’s regular review on the identification of candidates for key position.
To assist HOD in identifying and developing career development plan in Succession Planning.

To integrate and prepare data for Yearly Staff Performance Development Appraisal.
To deal, handle & resolve any inquiries, feedbacks and complaints internally pertaining performance appraisal matters.
To prepare and arrange training proposal/materials/matters for Training Unit as required.
To assist and represent department on employees’ visit to deal, handle & resolve any inquiries or complaints from employees pertaining to the training and appraisal matters.
Undertake ad-hoc assignments pertaining to the human capital development related duties and company’s event/programs as and when assigned by the Management.
Berjaya Corporation Berhad




Executive, Corporate Services & Information Department

: August – October 2012

Responsibilities:

To prepare business correspondence on project purposes to liaise with government sector.

To translate, edit and proofread project materials and documents in both Malay and English language.

To handle incoming mail and correspondence from both internal and external sources.

To communicate verbally and in writing to answer inquiries and provide information.

Assist the Executive Director as requested.
Cosmopoint Sdn Bhd





Practical Trainee, Marketing & Administration Department

: January – March 2009

Responsibilities:

To communicate and deal with target clients.

To provide information.

To assist in updating customer databases.

To assist in organizing external educational exhibition for marketing purposes.

Assist staff with administrative duties as requested.

REFEREES

Available upon request.
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