CURRICULUM VITAE
 
PERSONAL INFORMATION
Name in full:                       Pham Thi Nhung (Mrs.)
Date of birth:                       May 12, 1975
Present Address:                 10/3 Xi Mang, Thuong Ly Ward,
Hong Bang Dist., Haiphong
Contact cell phone:             090 0000000 
E-mail:                                cv_english@email.com   
 
EDUCATIONAL BACKGROUND
        Jan. 1991 –  Dec. 1995 Hanoi National University            
                                               B.Sc. in Foreign Economic Relations
        1994 – 1996                   Hanoi Foreign Language College           
                                               B.Sc. in English
OTHER TRAINING
        Certification of Informatics & Computer skills (1992)
        Business English & Administration at Lahti Business College, Finland (1995-1996)  
        Certification of Chief Accountant (1998)
        Life & Health Insurance Fundamentals by LOMA (USA) (2003)
        Building Positive Working Relationships by Pru-University (Apr-2004)
        Insurance Concepts & Practices by Pru-University (Sep-2004)
                                               
EMPLOYMENT EXPERIENCE
        Sep. ‘02 to Apr ‘06      Prudential Vietnam Insurance Company Ltd. 
Position                       Senior Executive of External Relations Department
HR & Admin. functions:
            Acting as the Admin. Coordinator & HR Supervisor for all Northern Branch Offices (Haiphong, Quang Ninh, Thai Nguyen, Vinh, Thanhhoa) and General Agencies’ (GA) Offices (Thai Binh, Hai Duong, Hung Yen, Ha Nam, Nam Dinh, Ninh Binh ) to ensure all HR procedures, practices and regulations are well adhered, applied and strictly observed by the staff at these offices.   

            Budgeting, reporting & controlling office management expenses (newspapers, flowers, car rental, photocopy, stationeries, business trip allowance, repair & maintenance fees, etc…) for North Regional branches and ensures such expenses are in line with Department’s budget.

            Establishing and operating report system within North Branch Offices so that all admin. issues are promptly handled and well managed by relevant departments within the Company.

            Proposing for and organizing staff events (Pru-Picnic, Pru-Scholarship, Pru-Christmas, Pru-Year end Party etc…) for staff at Haiphong and nearby provinces.

            In charged of recruitment process, working arrangement, initial training, performance appraisal, attendance & leave records, health & social insurance… for staff at designated branches.

            Assisting in setting up, developing and monitoring flexible benefit and incentives scheme & other extra benefits for staff.

            Directly supervising & monitoring the HR & Admin team at two offices of Haiphong and handle daily admin works and general affairs (hotel, ticket, and transportation arrangement, etc…) at Haiphong offices.

External relations (ER) & Press relations’ (PR) functions:
            Planning, budgeting & organizing socio-charitable activities at North Regions to support sales & to help publicize and enhance Company’s branding & image in the regions.  

            Assisting Northern Regional Head (RH) in arranging for and directly taking part in ER activities in the North Regions (nearly 30 provinces) to help consolidating & strengthening good relationship with local government Authorities and achieve their best supports to Prudential at the North Region.
            Timely disseminate Prudential positive news as well as minimize the bad impacts of negative articles in the mass media for building up a good image of Company. 

            Maintain good relationship with local mass media for wining their best support to Prudential branch office’s operation.    

        Mar. ‘99 to Sep. ’02         Songda - Jurong Construction Co., Ltd.
Position                       Planning & Project Executive
            To receive, identify, control, maintain, issue or recall all the contract documents, client's specification and project documents and tenders.

            Involving in estimation and preparation of project tenders, price negotiation with the owners, sub-contractors and correspondence with them until the job completed.

            Arranging for contract review and ensure that any requirements differing from those in the tender are resolved and documented.

            Coordinating with Technical Dept. to prepare the Master Schedule of production process, issuance of appropriate specification, drawing, materials and monitoring of the production progress in accordance with the agreed delivery schedule.

            Monitoring project schedule & project cost on monthly basis and submission to Project Manager.

            Evaluating the subcontractor's performance & reviewing monthly Job progress report for submission to client.

            Assisting in setting up, proceeding & implementing ISO 9000 system and being a member of Internal Quality Auditor Team of the Company.

        Dec. ‘97 to Feb ‘99         Highway No. 5 Improvement Project
Position                            Administrator cum Accountant
            Supervision of working hours & salary calculation for project team; 

            Arranging all necessary procedures (work permit, visa…) for expatriate staff.

            Dealing with local authorities to obtain required licenses, certification (insurance for fire, thief, accident…) for project vehicles  & personnel.

            Preparing & reporting on Project Expenditure’s Budget.

            Coordinating with Project Management Unit, Ministry of Transportation & the authorized Banks for proceeding & hastening project periodical payments to sub-contractors and vendors.

            Closely coordinating with Project Consultant regarding all aspect that may cause affect to project cash flow schedule.
        May ‘97 – Nov ‘97         Songda - Jurong Construction Co., Ltd. 

Position                          Administrative Assistant to the Deputy General Director
            Assist in setting up Company Policy and other internal administrative regulations & procedure.

            Acting as Human Resource Coordinator, i.e. supporting in & arranging for labor recruitment, training, benefit and termination procedures.

            Maintain good contacts & relationship with local labor offices & vocational training centers for their consultant.

        Jan. ‘96 – Apr. ‘97          Haiphong Water Supply & Environment Project
Position                             Project Coordinator
            Assist in preparing pre-flexibility study, technical profile & bidding documentation of the project; 

            Supporting in dealing with local governmental authorities regarding legal procedures for site-clearance and construction permit …

            Consulting with Project Investor’s Representative (Haiphong Water Supply & Sanitation Program) regarding all technical aspect of project for proceeding & executing project target at Haiphong.

            Acting as Financial Officer of the Project.
        Mar. 1995 - Sep. 1995    Vietnam Pipe Corporation (VINAPIPE)
Position                             Administrative Assistant  
           Supervision of monthly working time and salary calculation

            Computerization of personnel data; coordinating in setting up & establishing all internal regulations of labor safety & working discipline.

           Arrangement of meeting, control of office facilities & equipment, stationary, means of transportation; maintenance of filing system etc.

            Daily and monthly report on production, sales, inventories of products, material, supplies and spare parts

 
ABILITY
            Adaptability, team building & leadership skills

            Communication, negotiation & management skills  

I hereby certify the above statements to be true and correct in every detail.

 

Yours sincerely,

Pham Thi Nhung
 

