
C H E R Y L  L I M  C H E E  W E I

P R O F I L E

CHERYL LIM CHEE WEI 
A final year student from PORTMAN College that is 
seeking for full time Marketing position. Would like to 
utilized my practical experience, strong marketing skills 
and my passion to have a chance for contributing to your 
company.

W O R K   
E X P E R I E N C E

L i m  S t e e l  S / B  |    D e c e m b e r  2 0 1 5  -  A p r i l  2 0 1 6  

-  A n s w e r e d  a n d  m a n a g e d  i n c o m i n g  a n d

o u t g o i n g  c a l l s  w h i l e  r e c o r d i n g  a c c u r a t e

m e s s a g e s .  

-  O b t a i n e d  s i g n a t u r e s  f o r  f i n a n c i a l

d o c u m e n t s  a n d  i n t e r n a l  a n d  e x t e r n a l

i n v o i c e s .  

-  M a i n t a i n e d  e l e c t r o n i c  a n d  h a r d  c o p y  f i l i n g

s y s t e m .  

-  P e r f o r m e d  d a t a  e n t r y  a n d  s c a n  d o c u m e n t s .

A D M I N I S T R A T I V E  A S S I S T A N T  

P O R T M A N  A c a d e m y    |    D e c e m b e r  2 0 1 7 -

P r e s e n t  

-  G e n e r a t e  R M 3 2 0 , 0 0 0   s a l e s  b y  l e v e r a g i n g

o n  t e l e m a r k e t i n g .  

-  W o r k s  c l o s e l y  w i t h  c l i e n t s  t o  i d e n t i f y

t h e i r  n e e d s .  

-  W o r k s  u n d e r  t h e  d i r e c t i o n  o f  a  m a r k e t i n g

d i r e c t o r  o r  m a n a g e r  t o  h e l p  r e a c h  t h e

c o m p a n y ' s  m a r k e t i n g  g o a l s  a n d  o b j e c t i v e s .  

M A R K E T I N G  A S S I S T A N T

P O R T M A N  C o l l e g e  |    D e c e m b e r  2 0 1 6  -

F e b r u a r y  2 0 1 7  

-  G e n e r a t e d  R M 1 5 0 , 0 0 0  s a l e s  b y  l e v e r a g i n g

o n  t e l e m a r k e t i n g .  

-  W o r k e d  c l o s e l y  w i t h  c l i e n t s  t o  i d e n t i f y  t h e i r

n e e d s .  

-  S u p p o r t e d  m a r k e t i n g  e x e c u t i v e s  i n

o r g a n i z i n g  v a r i o u s  p r o j e c t s .  

-  C o m m u n i c a t e d  d i r e c t l y  w i t h  c l i e n t s  a n d

e n c o u r a g e d  t r u s t i n g  r e l a t i o n s h i p .  

M A R K E T I N G  A S S I S T A N T



E D U C A T I O N  

A D D I T I O N A L   
S K I L L S  

R E F E R E N C E  

M i c r o s o f t  O f f i c e  s k i l l s

D r i v i n g  L i c e n s e  ( D )

C a n  s p e a k  f l u e n t l y  i n  E n g l i s h ,  M a n d a r i n  

a n d  M a l a y  

SPM Certificate 

DIPLOMA IN BUSINESS MANAGEMENT
PORTMAN College  |  2016 - 2018
Current CGPA 2.74 

As - Community Leadership, Achieving Results through 

Teamwork. 

B+ - Information Technology for Business, Business 

Mathematics.  

7 As, 2 Cs, 1D   

As - History, Mathematics, Science, Account, Economics, 

        Bahasa Cina and Pendidikan Moral. 

SMK Sinar Bintang  |  2010 - 2015

M s  L i m  M e i  K u a n

O w n e r  o f  S h e n g  Y a n g  T u i t i o i n  C e n t e r

0 1 2  -  3 8 1 6 2 3 9

M s  L i m  S o c k  C h o n g  

O w n e r  o f  L i m S t e e l  S d n  B h d  

0 1 2  -  6 8 7 1 5 8 5

Sheng Yang Tuition Center |    May 2013 -

October 2015 

- Proofread and evaluated students' writing

and gave feedback. 

-  Adapted teaching methods and materials to

meet students' varying needs. 

T U I T I O N  T E A C H E R  

Amway Malaysia |   December 2015 - April  2016 

- Consistently hit and exceeded sales goals by

6%. 

-  Built strong client relationships and provided

high value-adding services.  

S A L E S  E X E C U T I V E  


