RESUME

Ms. Wiramon Chantarawankul

General Information

Place of Birth
:
Bangkok

Date of Birth
:
20 January 1970

Address

:
5/2 Soi Pattanasin, Nanglinchee Rd., Sathorn, BKK 10120, 

THAILAND

E-mail address
:
elleszar@hotmail.com
Telephone
:
02-678-3925

Mobile phone
:

Educational Background

Degree
Master’s Degree 1998-2000

· MBA, Assumption University, G.PA 3.36

Bachelor’s Degree 1992-1995

· BA, Business Japanese, Assumption University, GPA 3.40 (Certificate of Honour: Cum Laude)

Diploma 1987–1989

· Secretarial Diploma, Convent of the Holy Infant Jesus (Certificate of Honour)

Senior High School 1985-1986

· Trident High School, Whakatane, New Zealand (AFS Exchanged Student)

High School 1981-1984
· Adventist English School
Language Skills
	Language
	Listening
	Speaking
	Reading
	Writing

	English
	Fluent
	Fluent
	Fluent
	Fluent

	Thai
	Fluent
	Fluent
	Fluent
	Fluent

	Japanese
	Good
	Good
	Good
	Good


Other Skills
Computer literacy: MS Word, Excel, Internet & e-mail
Work Experiences
· Total Work experience:
 10 years

	Position
	Company
	Period of Employment

	Part-time (Account Div.)
	Juno Thai Consulting Ltd.
	December 2005 - Present

	· Taking care of bookkeeping for the firm’s clients.  The job including keeping records of the clients’ general journals i.e. payment vouchers and receipt vouchers.  

· Keeping track and ensure the correctness of the clients’ bookkeeping transactions.

· Answering questions and assisting clients’ to maintain their bookkeeping transactions correctly.

· Correspond and liaise between the auditor’s team and clients for annual auditing of the clients’ financial audit.
· Translate the auditor’s report, the audited financial statement and other related documents into English for foreign clients.



	Office Manager
	Towa Denki (Thai) Co., Ltd.
	2002 – March 2005

	· Managing general affairs for the office

· Participating in the development of the operations & accounting software for the overseas branches

· Recruiting, conducting interview and screening new staff

· Providing training for newly recruited staff e.g. export-import related documents and procedures, sales related documents and the company procedures, train them to use accounting software employed by the company (ACCPAC)

· Managing sales related matters e.g. claims, discrepancies, stocks
· Managing, maintaining, problem solving IT system for the office (primary stage)

· Appointed as IPO Project Leader to handle the application process for the promoted privilege with the BOI Office

· Handled the process for Import Duty Draw Back under 19BIS of the Customs Department Laws

· Handled the relocation to the new office i.e. co-ordinate with the designers, the sub-contractors, the moving service company and the building management office in constructing new office.


	Sales Sub-Section Chief
	Towa Denki (Thai) Co., Ltd.
	1999 – 2002

	· Managed and administered the customers’ orders, claims, discrepancies etc.

· Coordinate with the shipping staff and also shipping agents for customs clearance (import-export) and delivery.

· Visited customers both domestics and overseas (e.g. Japan, Malaysia, Sri Lanka, Viet Nam) to promote good business relations

· Assisted the Managing Director in new business development both domestics and overseas
· Responsible for secretarial and general affairs functions i.e. prepared the Director report for visa and work permit extension, filing, travel & accommodation arrangements.


	Sales & Administrative Staff
	Towa Denki (Thai) Co., Ltd.
	1998 – 1999

	· Prepared and managed customers’ orders

· Coordinate with shipping staff as well as shipping agents for deliveries, customs clearance etc.

· Inventories planning

· Managed all the office general affairs and secretarial duties e.g. travel & hotel arrangements, office housekeeping, contact with apartment owner or juristic person for Expatriate Managers if necessary etc. 
· Involved in the establishment of the company i.e. setting up new office, dealing with the interior designers and the sub-contractors etc.


	Secretary to Representative Manager
	Towa Denki Co., Ltd. (Representative Office)
	1997 - 1998

	· Responsible for all secretarial and administrative duties i.e. managing the office, answering phone calls, filing, making appointments, travel & hotel arrangements etc.
· Represented the Manager in contacting with local suppliers, customers, and agencies



	Secretary to Managing Director 
	GMS Power Public Co., Ltd. (MDX Power Co.,Ltd.)
	1996 - 1997

	· Responsible for all secretarial functions for the Director i.e. filing, correspondence, telephone screening, travel and hotel arrangement
· Involved in the preparation for all necessary legal documents in connection to the 1st Financial Drawdown of the Theun Hin Bun Hydro-electric Power Dam Project in Laos




Hobbies

· Moviegoer

· Traveling

· Trekking & Camping
· White-water rafting

· Cultures & Languages
· Reading
· Cooking
