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Malatee Sonjun

Address : 48/4 Soit Ruamrudee Wittayu Road, Pathumwan, BANGKOK

10330

Mobile No : (+66) 94 417 3221

Email Address : malatee.sonjun1985@gmail.com

Home of Origin : Nakhon Ratchasima

Date of Birth : 24 January 1985

Age : 37

Civil Status : Single

Nationality : Thai

SUMMARY OF QUALIFICATIONS

Educational Attainment : General Management Thonburi Rajabhat University
(graduated July 2010)

An active member of the FOCOLARE MOVEMENT, an international
organization that promotes the ideals of universal brotherhood and
unity. Participating in different self-developmental meetings gave an
opportunity to develop my strong personality and self-confidence. Being in
an international environment where there are many coming from different
countries enhance my interpersonal skills in relating with others.

Attended a 1 year and 10 day — ENGLISH SKILLS Improvement Training at the
Focolare Movement Center in Mariapolis Peace, Tagaytay City, Philippines (29
February 2016 — 10 March 2017)

Took part in special courses offered to deepen the Catholic faith through
catechism lessons, deepening on the spirituality of unity of the Focolare
Movement and other areas on human formation and development in the light
of the Charism of Unity (February 2016 — March 2017)

EDUCATION

General Management Thonburi Rajabhat University, July 2010 with GPA of
2.92
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OVERVIEW OF SKILLS AND EXPERIENCE ACQUIRED THROUGH
TRAINING

e Professional experience: Computer Teacher at Sacred Heart Convent School
» Address: 94 Soonthornkosa Road, Klongtoey Bangkok 10110
» Teaching Experience: for almost 9 years
» Skills: Basics of Program Analysis 2016; Fine Interaction skills

o Developing English skills
» AUA LANGUAGE CENTER (5 months — 2015)
» Focolare Movement Center, Tagaytay City, Philippines

(February 2016 — March 2017)

EMPLOYMENT EXPERIENCE

e Sacred Heart Convent school ( 10 years)
» Kindergerten Teacher
» Computer Teacher
» Teacher Administration Director

With this last position, | learned about parental care services for students who
come in contact with the school.

e Work of Mary (Center of the Focolare Movement at Mariapolis Peace,
Tagaytay, Philippines
» Fantasia : Handiwork (5 months)
| had the opportunity to learn handicraft work developed my creativity and
imagtnation.
» Bukas Palad Social Center : Teach and learn Tagalog language with
school children (4 months)
» Sanding wood by machine and Product Packaging (4 months)
e TRANE THAILAND (AIRCO LTD.): Administrative Staff in Purchasing
Department (May 2017 — Jul 2017)
| did the opening of PR (purchase request),PO (purchase order) and received
documents from the customer and input data in the computer. | also
coordinated these information with other relevant deparments.
e TATA MOTOR : Finance Officer (Sep 2017-March 2018)
| send billing a customer by e-mail issur Tax Invoice to customer detector and
key data Warranty and Sales Claims closing and tracking customers to pay
Debts.

e Embassy of Brazil : A private Housewife of Ambassador (April 2018)
> Take care of the cleanliness of the room an Ambassador
» Welcome to the Ambassador's visitors.
» Coordinated with secretary of task and time. In order and immediately
want to use.



e Kidz Village International School: Administrative Manager (June 2018-July
2020)

Human Resource Manager Personnel coordinator

Technical recruiter

Employee interviewer

Assisting with completing background investigations

Assisting with processing employee grievances

Overseeing engagement programs and other employee relations work

Conducting safety inspections

Accountant General

YVVVVYVYVY

» Analyze financial information and summarise financial status

» Prepare financial statements and produce budget according to schedule
» Plan, assign and review staff's work

» Support month-end and year-end close process

Sales and Marketing Manager

» Improving customer service experience, create engaged customers and
facilitate organic growth

» Taking ownership of customers issues and following problems through
to resolution

» Setting a clear mission and deploying strategies focused towards that
mission

» Keep accurate records and document customer service actions and
discussions

» Collaborate with marketing team to creatively reach more potential
customers

» Cultivate and deepen client relationships and partnerships that add
value

e Marie Vithaya School: Administration office Visa & Work Permit
(foreigners teacher) (July 2020 - present)

Human Resource Manager Personnel coordinator
» Employee interviewer
> Select teachers with knowledge and ability to teach at different levels
well.
» Coordinate health insurance and documents related to foreigners.

Visa & work permit
> Facilitate end-to-end visa and work permit processes for our staff and
professional service.
» Data tracking of visa and work permit expiry dates
> Internal system updates
» Administrative and other tasks as assigned by management
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PERSONAL ATTRIBUTES

Strongly-motivated

With Good Time Management Skills and Good Analytical/Problem Solving
Skills

Skills and Interest : Dancing, Running, Basketball, Traveling, Watching Movies
Microsoft Office Applications Skills: MS Word, MS Excel, MS Visio, MS
Powerpoint, MS Outlook

Language Skills: Thai (as Native Language); With Good English Listening,
Speaking, Reading and Writing Skills and knows a little of Italian language

REFERENCE PERSONS

Miss Veronika Semmler (good moral character)
Regional Director — Focolare Movement

48/4 Sot Ruamrudee, Wittayu Road, BANGKOK 10330
(02) 256 6272 / (+66) 94 330 6167

Email: veronikasemmler@gmail.com

Miss Mary Arboleda Dognidon

Administrative Staff, Vatican Embassy (Apostolic Nunciature in Thailand)
217/1 Sathorn Tai Road, BANGKOK 10120

(02) 212 5853 / (+66) 88 010 7855

marydognidon _genrev@yahoo.com

Miss Varalya Pharanant

Diectorate-General For European Civil Protection and Humanitarian Aid
Operations(ECHO)

Athenee Tower,63 Wireless Road,Lumpini,Pathumwan,Bangkok 10330
(02)3052784/(+66)8 1841 8700

varalya.pharanant@echofield.eu
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PAWARISA INSEE
5/536 Ideo Mobi Bangsue, Prachachen Rd. Bangsue, Bangkok 10800 Thailand
+66 (0) 63-252-8354 - inseepwrs@gmail.com

EDUCATION

Coventry University Coventry, UK
MA in International Relations April 2020
e Master Merit Dissertation, GRE score: 65/100
e Relevant Coursework: Foreign Policy Analytics, Interdisciplinarity

Ramkhamhaeng University Bangkok, TH
BSc in Political Science April 2017
e Minorin Law

WORK EXPERIENCE

Thailand Consumers Council Bangkok, TH
Policy and Innovative Officer, Division of Policy, and Innovation May 2022 - Present
e Analysing public and social policy in areas of consumer violations
e Monitoring and evaluating the existing policies to provide recommendations and reports
e Facilitating and coordinating across government units to foster collaboration
e Managing research projects and budgets to update high-level consumer rights
e Currying out desk research on a variety of political, social, and economic issues to draft CEQ’s presentation

Department of Disease Control, Ministry of Public Health Bangkok, TH
Project Coordinator, Bureau of Risk Communication and Health Behaviour Development Dec 2021 - Mar 2022

e Aligned and planned risk communication to JEE/IHR 2005 accomplishments

e Reviewing and assessing policies for risk communication to develop measures in health behaviour

e Analysed strategic risk communication and health implementation plan to 1-12 regionals

e Researched and surveyed for infodemic management and social listening in Thailand

e Coordinated with key partners, CDC USA and UNICEF Thailand and stakeholders of risk communication

e Conducted to administrative tasks and paper translations, and meetings
Department of Disease Control, Ministry of Public Health Bangkok, TH
Temporary Financial Administrator, Division of Injury Prevention Aug - Sep 2021

e Contacted, collected, and recorded data processes in injury surveillance

e Planned and implemented provincial finance under the Office of Disease Prevention

and Control Region 1-12 Areas

e Investigated the division’s account, gathered all payment vouchers, and summarised fiscal years

e Monitored progress reports and budgets in provincial job tracking

e Evaluated provincial data and indicators spending money to local administration

e Coordinated relevant people in-out department and third parties to target task objectives and outcomes

National Research Council of Thailand Bangkok, TH
Policy and Planning Analyst, Division of Plan Administration and Research Budget Jul - Nov 2020
e Managed the Project of “ASEAN Royal Golden Jubilee PhD Programme” in Thai universities
e Monitored and tracked 40 ASEAN PhD grants to research pathway development
e Administrated and examined to PhD grants’ progress reports and budgets for monthly stipends
e Assisted and coordinated Thai and Asian PhD grants conducting research abroad
e Collaborated with teams of international agreement — MoU, TICA and Swedish Embassy



CERTIFICATION

CMI Level 7 Certificate in Strategic Management and Leadership Coventry, UK
Professional Consulting, CMI Chartered Management Institute September 2019
e Consulted organization’s strategic position

SKILL HIGHLIGHT

Interests: Community involvement
Languages: Upper Intermediate in English; Native in Thai
Technical skills: MS Word, Excel, and Power Point; Adobe Photoshop; SPSS; Macintosh & Windows operating system

REFERENCE

References Available Upon Request



