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PERSONAL INFORMATION
Date Of Birth	:  March 11th,  1989
Nationality	:  Indonesian
Sex		:  Female
Marital Status	:  Single
CAREER OBJECTIVE 
To pursue a highly challenging and creative career, where I can apply my existing knowledge and creativity, and utilize my potential to the best of my ability in conjuction with company’s goals and objectives and to acquire new skills and contribute effectively to the organization
ABOUT MYSELF 
· Smart Working and Persevering
· Work Effectively in a team
· Hard Work and enermous memory
EDUCATION

EXPERIENCE 

OTHER SKILLS
· Microsoft Office  
· Internet Literacy
· Active English

Formal Education 


2014 - 2015 = 					                                                            Bachelor Degree of Public Administration Major at Sekolah Tinggi Administrasi Mandala Indonesia with GPA 3,31 


2007 - 2011 =				    	                                                                Diploma Degree of Accounting Major at Sekolah Tinggi Ilmu Ekonomi Moechtar Talib with GPA 3,62


Seminar


 March 2015 : Strategi Investasi Optimalisasi Penerimaan Pendapatan Asli Daerah dalam Rangka Peningkatan Kinerja Daerah 


May 2016 : Membangung kepedulian Insan Inspektorat Jenderal dalam Meningkatkan Kualitas Pengawalan Pengelolaan Keuangan Negara








Feb 2014 - Present :
Secretary at Kementerian Komunikasi dan Informatika RI


Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data


Oct 2012 - Feb 2014 :
Receptionist at PT. Bank Rabobank Indonesia


Responsible for answering incoming calls, directing calls to appropriate associates


Sept 2011 - Sept 2012
Sales and Marketing at Century Healtcare


speak to customers about a product's different features, and answer any questions they might have.


listening to costumer needs and helping communicate options for them


Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.











Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.





Contributes to team effort by accomplishing related results as needed








Greets and directs visitors to the company.


Receives, sorts and forwards incoming mail. Maintains and routes publications. Coordinates the pick-up and delivery of express mail services (FedEx, UPS, etc.)


Provides callers with information such as company address, directions to the company location, company fax numbers, company website and other related information.
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