
Curriculum Vitae
Name:      Lucy Midal Robinson

Address:  Lucy Robinson

                  P.O.BOX 1280

                 Kokopo,East New Britain Province

Gender:   Female

Village:.  Takubar/Toma LLG

District:.  Gazelle
Province:  East New Britain

D.O.B:.      11/01/1994

Age:.          27

Marital status: Married

Nationality:Papua New Guinean

Contact: 70590394/79566388
Email Address: midallucy6@gmail.com

Employment Objectives

· Perform very much to the best of my ability and contribute profoundly and certainly towards achieving the organization's long and short term goals and objectives

· Very much interested in working with such a prestigious organization to fully utilize my skills, attributes and knowledge which I have gained in the field of Business Management

Education Background
	Years
	Institutions
	Achievement

	2015-2016
	Kokopo Business College
	Diploma in Business Management Certificate

	2013-2014
	OLSH Vunapope Secondary
	Grade 12 Certificate

	2011-2012
	OLSH Vunapope Secondary
	Grade 10 Certificate


Work Experience

26th June 2017-5th August 2017

 CONSTRUCTIONS-LIHIR

TRAINEE H/R AND PAYROLL OFFICER

Responsibilities;

· Reversal of wrong entries in pronto

· Running sequence payroll reports in pronto

· Posting reports from pronto to spread sheet

· Completing remittance schedule for Nasfund/NCSL contribution

· Updating of employees R&R roster
25th August 2017-21st March 2018

 CONSTRUCTIONS-LIHIR

PAYROLL OFFICER

   Responsibilities;

· Entering and Postings of Timesheets on Pronto

· Running sequence reports on Pronto and transferring it onto Excel spreadsheet

· Reversal of wrong entries

· Setting up Nasfund Contributions on Pronto and also other deductions

· Preparing fortnightly Contributions on boomerang spreadsheet and presenting it to Nasfund office for fund allocations.Both Nasfund and NCSL

· Attending to all employees Nasfund matters such as housing advance,NCSL loan,merging of membership numbers,changing of beneficiaries and arranging forms for new employees who have completed their probation and needs to start their Nasfund Contribution

· Running internal inductions with new employees

· Preparing Induction forms and presenting it to EPD for approval then arrange for employee swipe ID

· Arranging trainings for employees

· Doing meeting minutes

· Doing travel bookings for Fly In and Fly out(FIFO) employees

· Filing of all documents into appropriate folders after being processed

· Updating of employees rosters

26th November 2019-16th May 2020

 PRODUCT LIMITED-ULAVEO

ASSISTANT ADMIN OFFICER

   Responsibilities;

·    Entering of data(size,cubic & total amount of logs)

· Preparing balsa,truck and firewood contractors payments

· Assisting Contractors on filling the right agreement forms

· Doing filing for tally sheets and production reports and other important documents after being processed

· Solving of Contractors queries through telephone calls and also through personal encounter

· Entering and calculating of employees hours to an Excel spreadsheet ready for pay process

Current Job Status-Unemployed

Other Skills and Attributes

· Computer Basic Competence (MS Word) & (MS Excel

· Data Entry

· Recruiting

· Sales and Marketing

· Solving and Balancing of figures especially in pay processing.

· Customer Relations
· Showing Good Hospitality
Referees

· Mr Lilou (Subject Lecturer, Principle of Purchasing-Kokopo Business College)

· Helen Tawe-9864850

· Joshua Ling-73588095

· Mr Muzamet Munge (Snr Accounts Supervisor Anitua Constructions Ltd  72971458)


