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MUHAMAD BIN SULONG 
Lot PT 27990, Kampong Banggol Pauh                                                     
21300 Kuala Terengganu

Terengganu, MALAYSIA

Tel

: 013-9233919 (Mobile)



: 09-6621975 (Residence)



: 09-6301330 (Office)

Email
: mrmatsul@gmail.com

PROFILE

· More than 26 years of cumulative experience in Internal Auditing, investigation, Compliance Audit, Quality Audit, Human Resource, Law Enforcement, Administration, Branch Operation, Marketing, Sales, Account and Payroll, Investment. 

· Areas including, full responsibility in organizational wide Internal Audit, operational audit, compliance audit and investigation, in manpower recruitment planning, operations, and  sales support, marketing, law enforcement, investigation and prosecution. 

· Good investigation skills in Compliance and Audit, etc.

· Experience in working with the largest financial institution (Government Link Investment Company), Insurance, manufacturing, trading and Islamic financial institution. 

· Human resource recruitment, manpower reports, advertisement, interviews, confirmations and terminations.

· Strategic and critical thinker with strong analytical, planning ability

· Excellent writing skill, excellent translator, initiator, interpersonal skill.

· Strong academic performance in the MBA has strengthened my abilities to ensure the adequacy, integrity and timeliness of analysis and reports.
EDUCATION
Master of Business Administration (MBA)    
         Graduated August 2002 

Faculty of Business Management

National University of Malaysia (UKM)                     CGPA 3.42             

MALAYSIA

Bachelor Business Administration (BBA)
         Graduated May 2000

Faculty of Business Management

National University of Malaysia (UKM)                     CGPA 3.25

MALAYSIA

Diploma in Banking Studies                                Graduated Dec 1986
School of Business and Management

Institute Technology of MARA (ITM)

Dungun Malaysia

Certificate in General Translation (ITNMB)                  2006 

Institut Terjemahan Negara Malaysia Berhad

Senior Manager/Head of Internal Audit Department          June 2008 to present     

Golden Pharos Berhad,

Kuala Terengganu.

MAIN ROLES AND RESPONSIBILITIES;

· Report all audit assignments to the Audit Committee and Executive Director,

· Formulate and implement Audit Program for the Group, 
· Perform operational, compliance audit and financial audit, 
· Review, evaluate and recommend improvement initiatives to the existing internal control system 
· Conduct and review investigative audit,
· Prepare and monitor budget for department,
· Assist in Special Project,
· Plan and manage career development of staff, ensuring they are assigned appropriate roles,
· Plan and manage skills development of personnel,
· Communicate objective, scope, policies and procedure status to staff,
· Provide training, mentoring and coaching to staff,
· Conduct group internal audit assignments to ensure all work done is according Standard operating procedures. Investigation of fraud cases, special audit tasks,




Assistant Manager, Corporate Marketing                  October 2006 to June 2008

Syarikat Takaful Malaysia Berhad

Kuala Terengganu Branch

MAIN ROLES AND RESPONSIBILITIES;

· Business development in accordance with the given annual business budget.

· Servicing existing clients such as banks and other organizations.

· Giving business lectures/talks

· Initial claim preparations, evaluation and processing

· Monthly progress reports.

· Assisting other branches if necessary.

Assistant Manager                                     November 2004 to September 2006    

Recruitment and Administration Unit

Human Resource and Administration Division

SYARIKAT TAKAFUL MALAYSIA BERHAD 

MAIN ROLES & RESPONSIBILITIES:

· Recruitment of Marketing Executives (EPTK) 

· Advertisement through newspapers, banners, flyers, posters, internet, career week etc to attract candidates of various backgrounds to join the pioneer Takaful Operator.
· Organize and conduct interviews all over the country.  
· Finding new ways to recruit and to retain the existing marketing force in order to achieve the objective of having 5000 active marketing executives by 2010. 
· Able to increase the number of marketing executives for more than 50% within 6 months.
· Recruitment Strategy and Administration.

· Formulate and implement recruitment and retaining strategies and activities to help promote Takaful products.

· Taking part in career week with local universities through counseling and career department. 

· Performance monitoring for confirmations and terminations. 

· Issuing confirmation letters, reminders. 

· Preparing activity report which includes information regarding advertisement, interviews, recruitments, resignations, terminations and current Marketing active force.

· Preparing monthly activity reports for Human Resource and Administration Division. 

SPECIAL PROJECT AND TASK FORCES

1- Internal Quality Audit

Lead Auditor (Appointed permanently and a member of a quality improvement team)  

· Ensure organizational wide policies and procedures are being observed and complied.  

· Report, advice and improvement recommendation.  

2 I-CARE Implementation

· Writing a draft/book/booklet on behalf of the CEO on his aspiration to instill I-CARE philosophy within the organization. 

Inspector/Compliance and Prevention Unit                      Apr 2004 to Oct 2004

CEO’s Office.

EMPLOYEES PROVIDENT FUND, KUALA LUMPUR 

· Perform compliance audit throughout the organization.

· Unit leader, which comprises of four inspectors.

· Responsible for monitoring and overseeing all aspects of transactions in EPF, to make sure processes were carried out in accordance and in compliance with all stipulated procedures. 

· Prevent future procedural non compliance.

· Extensive traveling throughout the country. 

· Suggest ways to improve the systems and procedures.

· Able to operate on a tight budget and tight schedule. 

· Reporting directly to CEO.       
Inspector/Legal Department                                            June 1993 to Apr 2004

EMPLOYEES PROVIDENT FUND, KUALA LUMPUR  

· Interact and meet a lot of people from different levels. 

· Involves a lot of traveling. Our main responsibility was to enforce the EPF Act, especially for defaulting employers, complaints and other non-compliant employers. 
· Monitoring employers through the system where preventive actions through education, telephone calls, reminders or notices and etcetera are made. 

· Personal visits and further investigations were carried out when employers fail to comply. 

Administration, Account and Logistics                              Nov. 1991 to June 1993 

PEAT TECH SDN BHD (Joint Venture with a Finnish Company), K. LUMPUR 
MAIN ROLES AND RESPONSIBILITIES:

Materials/Stock Management

· Responsible in product logistic and Distribution. 

· Administer manufacturing work production. 

· Ensure adherence the safety and guidelines, including physical product control.

· Handle complaints from distributors, dealers and customers.

Accomplishment:

i. Able to increase the number of Marketing Executives by 50% within 6 months.

ii. Achieved maximum annual increment percentage for three consecutive years for excellent working performance in EPF – 1994, 1995, 1996 and 2000. 

iii. I was the best branch inspector and one of the best in the country in terms of number cases solved on monthly basis for many years during my service with EPF. 

Investment Executive


                             Jan 1991  - Oct 1991

PASCAL TRADERS (MALAYSIA) SDN BHD, KUALA TERENGGANU

MAIN ROLES AND RESPONSIBILITIES:

· Marketing and investment consulting
· Market reading and reports

· Prepare and present Investment reports

· Analyzing market conditions to determine market risks

· Investment advice to clients.

Account, Payroll and Administration
                            Jan 1990 – Nov 1990  

NOOR ARFA BATEK SDN BHD

Preparing company’s monthly account, payroll for over 100 employees, assisting showroom sales, recruiting new manufacturing staff and business correspondence.  The job has given me valuable experience in administration and certain functions of human resources management. Payroll calculation was done manually. It was quite challenging considering the large number of employees involved.  

Training & Development:

1. High Impact Operational Auditing in Manufacturing Environment (19-21 March 2012)

2. Internal Audit International Conference 10-13 July 2011)

      3.
Forensic Accounting & Investigation (17 & 18 May 2010)
      4.
Procurement Management Audit (7-8 December 2009)
      5.
Skills For The New Auditor-In-Charge (16-19 November 2009)
6.
Professional Investigative Interviewing Techniques (9-11 June 2009)
7. Detection and Prevention of operational fraud (26-28 May 2009)

8. Tools and techniques for the beginning auditors (12-15 Jan 2009)

9. Ultimate Intelligence (20 – 22 Feb 2006)

10. Internal Quality Audit (30 Nov – 1st Dec 2005) 

11. Interviewing Techniques for Selection & Promotion – (12 -13 May 2005 

12. Legal Department Enforcement Seminar (8 March 2003)

13. Introduction to Work Flow System  (15 – 17 Dec 1999)

14. Quality Support Program (8 – 11 Sept 1997)

15. Mengecam Cap Jari (24 Sept 1996)  

16. Corporate and Trade Seminar (1- 2 Nov 1988)

INTERESTS/ASPIRATION /OTHERS

I believe people can achieve anything with the right mindset. I believe in my own capabilities. I am always willing to learn to equip myself with whatever skills or knowledge to carry out my duties efficiently and effectively. Willingness to change and to learn is very important to develop and adapt ourselves to the ever-changing environment.  Years of experience are no doubt very important, but for me what’s even more important is our own attitude towards learning and knowledge. I won’t say that I am the best person for any job, but knowing that I am not the best drives me to a greater height, boost my self motivation to excel, to keep an open mind, to keep learning and better equipped myself with the current and new development.  I work hard to achieve my goals. 

SKILLS 

I have excellent English and Bahasa Melayu writing skills (reports, paper works, articles), proofreading, translating, editing, analyzing, investigating, inspecting, auditing, overseeing, supervising, organizing information, selling. I consider myself as an open, creative, positive, optimistic individual. 

REFERENCE 

Tuan Haji Jusoh bin Ali
Chairman, Audit Committee

Golden Pharos Berhad

Kuala Terengganu

Tel: 019-9835707
