	
	  CURRICULUM VITAE(CV) BIO DATA


1. PERSONAL DETAILS
	
	

	
	

	NAME:
	Emily Pauline Matlaun

	CURRENT ADDRESS:
	C/School of Skills and Leadership 
P.O.Box 2070, 
KOKOPO, 
ENBP

	MARITAL STATUS:
	Married

	NUMBER OF CHILDREN:
	One

	SEX:
	Female

	AGE:                                                            
DATE OF BIRTH:

RELIGION:
	25 years old
20/01/1992

Christianity

	DENOMINATION:
	United Church of PNG

	HOME PROVINCE:
	East New Britain

	COMMUNITY GOVERNMENT:
	Central Gazelle LLG

	NATIONALITY:
	Papua New Guinean


  2. EDUCATIONAL QUALIFICATIONS

	i. 2017
	Certificate in Leadership,United Church College of Higher Education,School 

of Skills and Leadership, East New Britian.


	ii. 2013-2014
	Diploma in Business ,Information Technology,at Papua New Guinea  University 

of Technology,Lae.


	iii. 2011-2012
	Grade Twelve  (12) Certificate,Malabunga Secondary School, East New Britian.

	iv. 2008-2009
	Grade ten (10) Certifictae ,George Brown High School, East New Britian .


	   3. WORK EXPERIENCES
	

	
	

	I. 2016-2018
	ADMINISTRATION OFFICER at the United College of Higher Education,School of Skills

 And Leadership.



    4. SKILLS 
	LAEDERSHIP SKILLS

	ACCOUNTING SKILLS
	INFORMATION TECHNOLOGY SKILLS

	1. Coordination Skills
2. Delegation and Supervision Skills

3. Organizational and Basic Planning Skills.

4. Ethics in leadership skills

5. Resource Conservation skills

6. Time Management skills

7. Communication skills
	1. MYOB Accounting Skills
2. Cash Manager Accounting Skills

· Summary Cashbook Report

· Account Details report

· Bank Reconciliation Report.

· Graph Reports.

· Monthly Analysis Report.

· Budget Actual Comparison Report.

· Budget Report
	1. Microsoft Office Word.
2. Microsoft Excel

3. Data base 

4. Project Management




11. MY REFEREES

1. Mrs Nassain Maha
Deputy Director Accademic
United College of Higher Education,
School of Skills and Leadership

P. O. BOX 2070
KOKOPO

EAST NEW BRITAIN

2. Mr. Naime Rei
Principal,
School of Skills and Leadership

P. O. BOX 2070
KOKOPO
ENBP

3. Rev.Abraham Vaelani
The Dean of Studies 

School of Skills and Leadership

P. O. BOX 2070

KOKOPO

ENBP
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