Linawati

Jl. Pakis Wetan VI/44-A Surabaya – 60256

Email : linalifeblog@gmail.com
Mobile : +62 857 0404 0044                                                                                         _______________________________________________________________________________

	PERSONAL INFORMATION
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· Full Name


: Linawati
· Place & Date of birth

: Kediri, 1st March 1968
· Gender


: Female
· Nationality


: Indonesian
· Religion


: Moslem
· Marital Status

: Single Parent ( 1 daughter )
· Salary Expectation

: Base on company standard & regulation.
· Ready to be employed
: immediately 
	EDUCATIONAL BACKGROUND  


· Computech (Windows 2000 application Course), 1997,  Yangon – Myanmar

· ASMI – Pulomas Jakarta ( Graduate 1988 ) Pulomas – Jakarta.

	LANGUAGE PROFICIENCY


· Indonesia ( written and verbal )
· English ( written and verbal )
· Burmese / Myanmar ( written and verbal )

	CAREER EXPERTISE


· Familiar in Franchising System.
· Capable in handling event (EO)

· Competent in assist project scheduling, able to monitor manufacturing

Process.
· Able to search information from many sources.
· Excellent communication skill to deal with Client, Team Work and working with multi culture environment.
· Experience in Corporate Secretarial Duties, 
· Correspondence, Organizing Travel, filing Management.
· Familiar with MS Office and other supporting office software, 

· Copywriter for beauty magazine, Hospital Magazine, websites and personal blog.
	PERSONAL QUALITIES


· Hard Working

       
· Enthusiastic


    
· Reliable
· Team Player


    
· Diplomatic

 
       
· Quick Learner


    

	EMPLOYMENT HISTORY



· Freelancer
(1st January 2015 –Present)

As Copywriter: 

· Interviewing direct from the sources.
· Covering event.

· Write an specific article as requested.

· Asiana Travel
(1st November 2011 – 31December 2014)

As Operational Manager: 

· Provide new travel product
· Marketing Tour and other promotions
· Handle Promotion by Blog, and some social networking.

· Responsible in All Official Documentation.

· PT Artha Bangun Cemerlang - Asia Holiday on line Travel
(1st October 2007 – October 15th 2011)
As Marketing Manager Franchise: 

· Marketing Franchise Asia Holiday

· Responsible in supervising of Confidential Documents.

· Develop Franchising Documents,

· Assist New Branch Pre-opening and, Supporting on going activities 

· Maintain Public Brand Awareness, 

· Organizing Exhibition or company related event, 

· The Bridge Franchise Consultant & Agency

(15th February 2006 – 30th September 2007)

As Representative Officer & Agency Senior Consultant: 
· Multi tasking responsibilities especially when the principles are out on duties.

· Responsible for the contain of Company Web-site (Co-Worker : Design Graphic),

· Client Data Base, 
· Franchisor Detail Information, 
· Preparing necessary arrangement for Exhibition, 
· Up dating new information regarding Franchise Business etc. 
· Account Manager, assist start-up an outlet until opening.
· PT Multi Rubindo
Specializing in Heavy Duty Roller Conveyor

( February 15th, 2005 – January 30th, 2006 )

Executive Secretary & Telemarketing : 
· Responsible for all correspondence, 
· Able in delegating assignment to relating department, 
· Handling Petty Cash, 
· Assist Telemarketing by monitoring Company Major Account Customers for sales and product (from manufacturing until delivery finish goods on site), 
· Arranging accommodation and ticketing (Domestic & International).
· Yangon Indonesia International School - Myanmar
( March 1st, 2004 – September 30th, 2004 )

Teacher ( English, Math & Biology ) : 
with my knowledge of Indonesia and Myanmar Language, preparing the Indonesian and local students to adapt with “All English Subject” as per International Standard Curriculum.

· Burmese / Myanmar Language Private Teacher 
( January 15th, 2003 – February 28th, 2004 )
Private Teacher : 
Private Course of Burmese daily conversation for Foreigners in Myanmar.

· Family Cake & Cookies 
( October 2000 – November 2002 )

Marketing and Accounting : 

For my own Joint Venture ( together with Indonesian Friends ) make some variety of Cookies Home Industry supplied to major Supermarket in Yangon area.

· Myanmar Sampoerna Tobacco Co.Ltd. 
Export Oriented Ciggarete Manufacturer

( January 1996 – February 15th, 1997 )

Managing Director Secretary : 
· in charge for Salary System & Payment, 
· Correspondence, 
· Filing System, 
· Prepare and arrange weekly meeting, 
· Assist Marketing Dept. in product promotion and organizing travel, 
· And with my knowledge of local language and tradition, I assist MD to invite Foreign Investors.

· PT Gamaess 
Specializing in Givaudan – Roure, Flavors & Fragrances 
( July 31st, 1991 – September 29th, 1995 )

Area Secretary for East & Central Java :
· Working closely with customer R&D Dept. to meet their need, 
· Direct support in organizing new product launching (exclusively for each customers), 
· organizing travel, 
· Petty Cash, 
· Panel Test of samples and on going Market Product, 
· Market Research for Fragrance and Flavor Division (to predict up-coming market trend). 

· Takenaka-Hutama Karya-Puri Bangun Mustika JO 
General Contractor, Project : Cawang Flyover and Gambir Station

( June 20th, 1988 – July 9th, 1991 )

General Affairs Officer : 
· In charge for all Staffs ( 3 site offices ) Salary System, 
· Assist in preparing Confidential Tender for New Project, 
· Organizing accommodation and ticketing for International flight only ( Takenaka have no project outside Jakarta at the time ), 
· Assist Accounting Department in data entry and sub-contractors payment.

· Ssang Yong Construction - General Contractor
( July 1987 – June 1988 )

Accounting Staff : 
· Data Entry (General),

· Monitoring soil excavation during foundation set up for 
Plaza Indonesia Project - Jakarta.
	OTHER ACTIVITIES


· Freelance Copywriter
(January 2008  – present)
· “Pesiar” Tour & Travel Tabloit

· “Miracle”  Beauty Clinic Magazine“National Hospital” Corporate Magazine

· Content Article for blog and website as requested.
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