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	General Informations
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Place, Date of birth
:    Jakarta, July 3rd 1978

Address

:    Jl. Mawar Blok B2 No.1 Sukatani, Tapos, Depok

Marital Status

:    Married
Phone
 :    0813 - 89831457

      021 - 8744850
E - Mail 

:    sriwahyuni@gmail.com
	Educations
	


1996 – 2001
Bachelor Degree of Bogor Agricultural Institute, Faculty of Animal Science, major at Technology of Animal Product. Bogor,  West Java - 16680. 

1993 – 1996      39 Senior High School, Cijantung, East Jakarta - 13780.

	Courses
	


2016

FIB UI International Language Institution. Legal Translation Course

2001

English First Bogor. Last Level : Advanced

2002 

LM. Patra Computer Course. MsOffice Class

2009

International Language Programs - ILP English for Teaching Course
2008 

Goethe Institute. German Course 

	Qualifications
	


· Computer Literate (MsOffice and Internet).

· Able to speak and write in English (Active), German (Passive).

TOEFL Score : 567
	Work Experiences
	


August 2014 – Present
     

Freelance Translator and Private English Teacher
March 2013 – July 2014    PT. Greenland Resources (Mining Consultant)  


1.  HR Officer


Duties : 

· Handling Telephone Call and Faxes

· Manage Inventory of Office Stationery

· Perform general office duties such as maintaining records management systems, and performing basic bookkeeping work.
· Handling Health Insurance (BPJS Kesehatan) for Employees
· Teaching English for Employees
2.  Secretary


Duties :
· Prepare agendas and make arrangements for Director and other meetings.

· Make travel arrangements.

· Conduct research, compile data, and prepare papers/proposals for consideration and presentation by executives and directors.

· Handling Petty Cash of a Project
· Document Translation (Eng <> Ind)

January 2010 – February 2013   New Concept English Education Centre     
English Teacher
Duties :

· Teaching English 

· Prepare Student Report Progress

April 2007 – Dec 2009
  PT. ISS Indonesia

   1. Operational Administration Officer at PT. ISS Indonesia


Duties
:

· Report Regional Employee Newcomer, Mutation & Resign to HR and Logistic Division

· Report Questions, Request & Complaints from Regional Area to Regional Operation Manager

· Collecting Employee Timesheet from Regional Area

· Report Regional Employee Timesheet to Payroll Division

· Provide Monthly Manpower Report of Regional area 

· Presenting & Socialization The Company Profile to Regional Employee and Client

· Provide correspondence letter to client

· Handling Medical Reimbursement 

· English Training for security Guard
    2. HR Administration Officer

 Duties :

· Provide contract for the employee

· Provide training certificate for the security guard

· HRD Filing and Correspondence

· Maintain Personnel Database

· Responsible for the Employee Account opening for payroll purpose

· Handling Medical Reimbursement

· English Training for security guard
May 2005 – March 2007    PT. Senatama Adidaya Sakti (SAS)

      (in April 2007, PT. SAS was taken over by PT. ISS)
HR Administration Officer 

Duties :

· Provide contract for the employee

· Provide training certificate for the security guard

· Planning Training budget

· Provide reference letter

· Maintain daily absent, leave reserve and lunch incentive

· Maintain Personnel Database

· English Training for Security Guard

Jan 2005 – May 2005
TelkomVision (PT. Indonusa Telemedia)

Secretary

             Duties : 

· Responsible for Incoming and Outgoing Business Letter

· Distribute Disposition Letter

· Handling Telephone Call and Faxes

· Writing Business Letter

· Travel Arrangement

· Meeting Arrangement
July 2002 – Dec 2004
 PT. Telkom, TV Cable Business Project

Secretary
Duties : 

· Responsible for Incoming and Outgoing Business Letter

· Distribute Disposition Letter

· Filing and Record Management

· Handling Telephone Call and Faxes

· Writing Business Letter

· Manage Inventory of Office Stationery

· Handling Petty Cash for Daily Expenses

· Arrange The Workshop of The Project

· Travel Arrangement

· Meeting Arrangement

	Job Training
	


July–Agustus 1999
As a Packaging Staff at PT. Alam Murni (Gabungan Koperasi Susu Indonesia) Ujung Berung Bandung, West Java.
	Seminar and Contest
	


June 2003
Seminar of  “Cable TV Outlook : Business and Technology Trends” – Jakarta. 

December 2000 
‘Innovative Productive Product Contest’ at Bogor Agricultural Institute. Title: Gelatin Potency as food packaging material.  Sponsored By : Bogor Agricultural Institute.
	Organisation
	


May 1999     
As Coordinator of Funding Committee at ‘Technology of Animal Product Club’ Hipromater (Himpunan Profesi Mahasiswa Peternakan) Bogor Agricultural Institute.

September 2000
As Sales Staff at ‘Milk Processing Club’ (Himpunan Profesi Mahasiswa Peternakan) Bogor Agricultural Institute.
	Reference
	


Ir. Udiyatno, M.Sc

Former of President Director of PT.Indonusa Telemedia - TELKOMVISION

Email  : udiyatno@gmail.com
 (Sri Wahyuni Afan)
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