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NAME    : SIVANESWARAN A/L SUBRAMANIAM 

DATE/PLACE OF BIRTH  : 07-02-1969 / KUALA LUMPUR 

EDUCATION    : DIPLOMA 

ADRESS OF EMPLOYER  : NO. 247, JALAN TEPI SUNGAI, 41100 KLANG, SELANGOR 

CONTACT DETAILS  : 012-3647071/ 016-2337071 – sivane42@gmail.com 

WORK EXPERIENCE 

January 1988 - Production Technician 

January 1989 - Accounts Payable Clerk 

   MATTEL (K.L.) SDN. BHD. 

   Lot. 7, Jalan Hishamuddin 2, Kaw. 20, 

   Kawasan Perusahaan Selat Klang Utara, 

   42000 Pelabuhan Klang, Selangor D. E. 

Duties and Responsibilities 

Handling and maintenance of Surface Mount Technique (SMT) e.g.: 

MV2V, MV2B, MV2C, Rotocast, Injection Moulding & GSM-Feeder Teaching 

- Matching / audit of Purchase Requisitions against Purchase Orders with Invoices 

- Check price and extension on Invoices 

- Data entry for all Invoices into IBM S/38 Accounting System 

- Maintenance of document control data file for all orders issued to Suppliers 

October 1989 - Processing Clerk 

 

PERSONAL BIODATA 



2 
 

TELEKOM MALAYSIA BERHAD 

Housing Department 

Lower Ground, Bangunan Koperasi Polis, 

Jalan Pantai Baru, 59200 Kuala Lumpur 

Duties and Responsibilities: 

- In-charge of overall operation of a Loan Process 

- Ensure quality service provided 

- Dealing customer complaint and providing immediate solution 

- Providing communication with regards to the Department Head as well as leasing with another 

department 

March 1993 - Administration Clerk (Telekom Malaysia – Technology Application Department) 

Duties and Responsibilities: 

- Prepare Presentation Slides using graphics 

- Setting equipment’s for exhibition, road show’s & promotion 

- Providing prompt service for GM, Manager’s & Assistant Manager’s 

- Entertaining VIP guests 

- Liaising with other departments 

August 1997 - Marketing Assistant (Telekom Malaysia – Calling Card / AIN Products) 

Duties and Responsibilities: 

- In-charge of overall Photo-card operation, regards to sales profitability, quality of service 

- Training and Development according to the Standardised Training Manual. 

- Planning, organizing, co-ordination, controlling manpower 

- Effort to maximize sales revenue via competitor analysis and market research 

- Projection and ordering of stocks 

- Charting new ways to improvised operation costs 

- Submission of daily, weekly and monthly reports to the top management 

- Handling CMS system for Calling Card at Taman Desa, HQ Jalan Pantai and Brickfields 

- Handling LAN – Local Area Network and E-mail configuration’s 

- Handling server for Telecard Centre and Ring-Ring Card operation 

- Co-ordinate exhibition, road shows, promotion & sales e.g.: Sukom98, Le Tour De Langkawi, 

World Golf, Sea Games, Formula 1 and etc. 
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February 2002 - ADMINISTRATION MANAGER 

BIGCORP-A BHD 

No. 135A, Jalan SS17/1A, 

47500 Subang Jaya, Selangor D. E. 

Duties and Responsibilities: 

- Personal Assistant to Managing Director 

o To assist in daily operations of the company 

- Customer Service 

o To ensure customer value, satisfaction and quality is obtained 

- Human Resource 

o Recruitment of the right individual as an employee. 

o Screening of workers 

- Administration 

o To compile reports and keep track of the company operations 

- Business Development & Marketing 

o To analyse, plan and implement strategic for developments of the company 

- Projects and Operations 

o To check on progressive on-going work on projects and inspection. To liaise with local 

authorities, suppliers and vendors. 

SEPTEMBER 2003 - FUNERAL DIRECTOR 

WAWASAN CASKET & EXPORTS SERVICES 

NO. 247, Jalan Tepi Sungai, 41100 Klang, Selangor D. E. 

- Provides complete funeral arrangement to all religion 

- Repatriation of Human Remain Worldwide 

o Cargo & Freight Handling 

o Document from Embassies & Authorities 

o Packing & sealing 

- Exhuming & Transfer of Remains subject to Approval 

- Pets Funeral Services 

- Services: 

o Priest, Hearse, Coffin’s, Embalming, Dry Ice, Tent’s, Food, Crematorium, Music Band’s, 

Traditional Band’s, Bathing & Cleaning of Human Remains 
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TRAINING AND DEVELOPMENT 

Education  : SEK. MEN. LA SALLE, KLANG (1982-1987) 

    S.R.P. (1984) 

    S.P.M. (1987) 

    VERMOND INSTITUTE, Jalan Goh Hock Huat, Klang (April 1988) 

    Book Keeping 

    Practical Data Processing 

    English as a Foreign Language 

    Commercial Numeracy 

Language  : Spoken  - English, Malay and Tamil 

    Written  - English and Malay 

Training/Certificate : June 1992 - Dbase IV by SOLSIS (M) SDN BHD 

    July 1992 - Lotus 123 Rel. 3.1 by SOLSIS (M) SDN BHD 

    January 1994 - The Malaysian Insurance Institute 

    October 1994 - 7 Habits of Highly Effective People 

    December 1994 - TCS Awareness 

    June 1995 - Microsoft Office Word 

    June 1995 - Microsoft Office Excel 

    September 1997- Internet Made Simple 

    March 1998 - The Power of Customer Service 

    July 1998 - Six Steps To Six Sigma 

    October 1999 - PC Management 

    March 2000 - ISO 9002 Compliance Audit Workshop 

    August 2000 - DIPLOMA IN MARKETING 

    June 2001 - Quality Tools 
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   August 2009 - SELANGOR STATE YOUNG ENTREPRENUER AWARD 2009 

      By: Malaysian Indian Business Association (MIBA) 

   August 2010 - Seminar on Religions Aspect and Rites on Hindu 

      Funeral Procedures (Malaysian Hindu Sangam) 

   October 2010 - Seminar Pengurusan Jenazah HIV / AIDS 

      By: Jabatan Kesihatan Negeri Selangor 

   September 2014- Anugerah Membantu Kebajikan Masyarakat (Kedah) 

   November 2010- Hindu’s Final Rights & Workshop (Negeri Sembilan) 

November 2012- Sijil Perlantikan – Constable SPDRM 

   December 2012 - Gerakan Pengguna Negeri Selangor 

 Program Hak Pengguna Bijak (Pejabat Perdagangan 

Dalam Negeri 

 Koperasi dan Kepenggunaan Negeri Selangor) 

   December 2013 - Pertandingan Kawad Piala Komandan 

   April 2014 - Bulan Sabit Merah Malaysia 

   April 2014 - Anugerah Perdana Pengawal Peribadi 

   April 2014 - Agensi Setia Gerak Khas Malaysia Sdn. Bhd. 

   April 2014 - Jabatan Bomba & Penyelamat Negeri Selangor 

   September 2014- Welfare towards Society Award (Kedah) 

   November 2014- Anugerah Perdana Aktivis Masyarakat 

      (Community Activists Inaugural Awards) 

   January 2015 - Certified Security Guards (CSG)  

   September 2016- DOCTORATE – The Degree of Doctor of Humanity 

      (Honorius Cause) 

Jun 2017 - Malaysia Chamber Services and Commerce – 

Accredited Business 

   Jun 2020 - DOCTORATE – International Human Rights Unit (Nepal) 
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