	Gusti Rahayu 

mobile phone : +62 8119 7722 58
gustirahayu.210890@gmail.com
	




PERSONAL DATA

· Name
:  Gusti Rahayu

· Place/Date of birth 
:  Palembang, 21st Agustus 1990

· Age
:  24 years old

· Sex
:  Female

· Marital status
:  Single

· Religion
:  Islam

· IPK
:
3.20

FORMAL EDUCATION

	Years
	
	School/University

	2014 - now
	:
	S1 Financial Management in INABA Business School  Bandung

	2007 - 2010
	:
	D3 Business Administration in Politeknik Negeri Bandung 

	2004 - 2007
	:
	SMAN 17 Bandung

	2001 - 2004
	:
	SLTPN 43 Bandung

	1998 - 2001
	:
	SDN Balonggede I Bandung

	1997 - 1998
	:
	SDN Cincin 3 Soreang

	1995 - 1997
	:
	SDN 459 Palembang

	1994 - 1995
	:
	TK. Gembira Palembang


ORGANIZATION

	Years
	
	Organization
	Position

	2007 - 2010
	:
	HMAN of Politeknik Negeri Bandung
	Member

	2004 - 2007
	:
	BAKATUWLA of SMAN 17 Bandung
	Finance

	2001 - 2004
	:
	Modern Dance of SMPN 43 Bandung
	Secretary

	2001 - 2004
	:
	OSIS of SMPN 43 Bandung
	Finance

	2001 - 2004
	:
	PASKHARA of SMPN 43 Bandung
	Finance

	1998 - 2001
	:
	Pramuka of  SDN Balonggede I Bandung
	Member


SEMINAR

	Years
	
	Seminar
	Place

	2013
	: 
	Business Writing & Personal Grooming for Secretary
	Learn.inc - Telkomsel

	2009
	:
	ESQ Leadership Training
	Politeknik Negeri Bandung

	2008
	:
	Table Manner
	Hotel Papandayang Bandung

	2008
	:
	Beauty Class
	Politeknik Negeri Bandung

	2008
	:
	Netiquet Training
	Politeknik Negeri Bandung

	2008
	:
	Out Bond
	Parompong Bandung

	2008
	:
	Hacking Wireless Network
	Politeknik Negeri Bandung


JOB & TRAINING

	Position
	Years
	Company

	Secretary
	September 2012 – Present 
	PT Telkomsel

	Sales Administration
	December 2010 – August 2012
	PT Cinovasi Rekaprima

	Secretary
	March 2010 – May 2010
	KPP Pratama Bandung Bojonagara


SKILLS

	Computer Skills
	:
	· Network Implementation

· Ms. Office Application
· Oracle

	Typing skills
	:
	· Ten Finger Typing

	Soft Skills
	:
	· Have experience as Administration and Secretary 

· Able to serve customers

· Active, hard worker, creative, and diligent

· Have able to work in individual and in team. 




