
NURHALIZA ABD RAZAK
Personal info

Date of birth: 13/07/1992
Nationality: MALAYSIA
Address: LOT 1368 JALAN HAJI KHALID, KAMPUNG MOLEK, DUNGUN 23000, TERENGGANU
Phone number: 013-9933657
Email address: echa130792@gmail.com

Profile

 
Assistance in conducting a simplified accounting.
Assisting with all aspects of administrative management.
Assist in the preparation of regularly scheduled reports.
Worked closely and cooperatively with the Office Administrator to ensure that the objectives of the organization 
were met.
Verifying, summarizing, submitting invoices.
Travel and accommodation coordination for all staff and consultants.

Work experience

KEMAMAN SUPPLY
BASE 

KEMAMAN 
MALAYSIA

ADMINISTRATIVE ASSISTANT 01/2013 – 05/2014
 

Assistance in conducting a simplified accounting.
Assisting with all aspects of administrative management.
Accounting tasks: reckon the cost/profitability per trips, closing entry the costs for 
each driver at the end of trips; tracking of customer debts, debts of tires; data storage; 
find solutions to improve work efficiency.
General administration work and correspondence at the Financial Department.
Checking daily insurance and procedure authorizations.
Checking invoices, bills and purchase orders.
Detailed review of customer’s order.
Create written and photo content for the website and social media.
Organizing paper files for easy accessibility.
Organized and maintained company reports and accounting documents.
Organize and schedule meetings and appointments.
Ordered and distributed office supplies while adhering to a fixed office budget.
Perform administrative and office support activities for multiple supervisors.
Verifying, summarizing, submitting invoices.
Updated databases and created spreadsheets/charts for quality, quantity and pricing.
Travel and accommodation coordination for all staff and consultants.
Trained new employees, create personnel file, register with state interview, hire, train 
and supervise quality candidates.
Submit and reconcile expense reports.
Sending out and receiving faxes.

MY KIDS CABIN 
DUNGUN 

MALAYSIA

TEACHER 07/2014 – 07/2016
 

Acted as a leader to appropriately delegate various tasks to co-workers and students.
Attending and contributing to training sessions.
Brainstorm fun and fresh ways to keep the children engaged during lessons.

 
Created developmentally appropriate lesson plans aligned with the Common Core 

mailto:echa130792@gmail.com


Work experience

Standards in core subjects.
Responsible for the well being of students of diverse learning ability.
Creating the lesson content for the children.
Being part of a research project (Collecting data & Analysis).
Introduced and explained questions related to courses available.
Prepared materials and supported lecturers during classes.

 
Teaching cooking class for elementary students.

ARIRIA RESOURCES 
DUNGUN 

MALAYSIA

ADMIN 08/2016 – present
 

Accounting tasks: reckon the cost/profitability per trips, closing entry the costs for 
each driver at the end of trips; tracking of customer debts, debts of tires; data storage; 
find solutions to improve work efficiency.

 
Arranging and organizing meetings, interviews, events, etc.
Assisting in potential candidates training.
Assisting in recruiting new staff and collaborators.
Being versatile to the job role, as I was required to cover various roles within the store.
Completion of all report and assigned task within agreed deadline.
Ensure equipment full functionality, prepare purchase/repair requisition for equipment.
Maintaining customer database.
Managing office equipment and stationery.
Managing the filling, storage and security of documents.
Receiving payments from the customer.
Resolve administrative problems by analyzing information, identifying and 
communication solutions.
Responsible for maintenance of common spaces for appearance and functionality.

Education

SEKOLAH
MENENGAH

KEBANGSAAN SERI
DUNGUN 
DUNGUN 

MALAYSIA

01/2005 – 12/2009

UNIVERSITI
SELANGOR 

SHAH
ALAM,SELANGOR 

MALAYSIA

DIPLOMA IN ADMINISTRATIVE MANAGEMENT 10/2010 – 12/2012

Skills

LANGUAGE

ENGLISH 

MALAY 

COMMUNICATION

ENGLISH 

MALAY 

READING

ENGLISH 

MALAY 


