Nadia Anastasia, S.E

Komp. Karang Tengah Permai Blok TW 10

Joglo, Ciledug 
Phone 0857 19 174 173 


Curriculum Vitae

PERSONAL DATA


Name
:
Nadia Anastasia, S.E


Date of Birth
:
17 May 1982


Address
: 
Komplek Karang Tengah Permai Blok TW 10 




Joglo, Ciledug 

Telephone 
:
0857 19 174 173

Email
:
nanad.anastasia@gmail.com 

EDUCATION

2000 – 2004

Graduated in December 2004 with 2.96 GPA (4.00 scale) from Economic Faculty, Lampung University. Major in Management
 

INFORMAL EDUCATION

1994 – 1996
English course at International Language Program (ILP), Jakarta

1997 – 1998
Computer course at SMUN 23

1997 – 2000
Lembaga Bahasa Asing LIA, Jakarta Barat

July 2006 – July 2007
Mandarin Course, Bina Terampil Insan Persada (BTIP) 

January – March 2008
Accounting Course, LP3i


TRAINING AND SEMINARS

April 1997
“Pelatihan Internet dan Software Aplikasi untuk Siswa SMU” held by Jurusan Teknik Informatika FTI Trisakti

March 2001
“Seminar Sehari Free Sex dan Maraknya Aborsi Ditinjau Dari Sudut Pandang Kesehatan, Agama dan Budaya” held by UKM KSR PMI Unit Universitas Lampung

March 2004
“Sayakah, Karyawan Yang Dibutuhkan Perusahaan?” held by UPT PPKPKM Universitas Bandar Lampung (UBL) 

October 2004
TOEFL Test at Lampung University Language Center with total score 520

December 2004
“ISO 9001:2000” held by Phitagoras Learning Centre Bandarlampung

February 2005
“Pelatihan Pembuatan Website” held by BEM FE Fakultas Ekonomi Universitas Lampung

June 2007
“Seminar Mengelola Bakat Dalam Dunia yang Berubah” held by Universitas Perbanas
10 - 12 June 2013
Training for PT Tower Bersama Infrastructure, Tbk “ 2013 IFRS – PSAK Convergence” held by Deloitte
ORGANIZATIONAL EXPERIENCE

May 2001
OC (Organizing Committee) for Music Exhibition on “Economic Expo Fakultas Ekonomi 2001” from BEM Economic Faculty, Lampung University 

2001 – 2002
Member of Bidang 3 Creativity Development, Himpunan Mahasiswa Jurusan (HMJ) Manajemen

2001 – 2002
Secretary of Liaison, Forum Manajemen 2000 (FORMAD)

2002 – 2003 
Secretariat Section, Himpunan Mahasiswa Jurusan (HMJ) Manajemen 

2002 – 2004
Main Coordinator, Forum Manajemen 2000 (FORMAD)

April 2004
General Election Watcher From Forum Rektor at TPS 16 Pahoman Bandarlampung

WORKING EXPERIENCE

February 2012 - Present 


Company 
: 
Tower Bersama Group

Position
: 
Finance and Accounting for PT Provident Capital Indonesia as Tower Bersama Group Holding Company and other related company


Job Description 
:
(
 Holding petty cash (IDR and USD)
· Responsible in preparing all bank transaction for all company (about 15) either by cheque or e-banking, and make sure all the transaction run smoothly and done

· Responsible for holding safety deposit box 

· Responsible in updating all journal in finance and accounting application

· Make bank balance, cash flow and forecast report weekly

· Do bank reconciliation monthly

· Do bank closing report monthly

· Do Monthly closing for all PT and make sure all journals are correct

· Responsible in monthly  and yearly tax report to Tax Office

· Do tax report monthly, including payment and tax report to tax office and also filling for all company  

· Make open account (if necessary) either bank account or custodian account

· Make monthly stock shares report for PT Provident Capital Indonesia

· 
Responsible in keeping and maintaining all company document either legal document or bank document

· Responsible in maintaining good relationship with all bank and custodian 

· Responsible in preparing document for all company either its bank document, custodian document or even administrational document

· Responsible in dealing rate for either buy or sell foreign currency (USD, SGD, MYR, AUD, etc)

· Responsible in all transaction bank confirmation

· Responsible in helping Auditor to find data, file confirmation that they need 

June 2009  - February 2012

Company 
:
Melodia, Pondok Indah 

1. Position
:
Accounting Supervisor for Corporate
Job Description
:
(
Making new database for new company and moving database from accurate 3 to accurate 4
· Maintain all journal transaction in accurate are correct

· Make monthly financial report
· Update daily bank book

· Checking stock report before giving it to Accounting Manager and Management
· Checking PO (base on current stock, sales data, discount, etc) before undergo to general manager or director for approval especially for MSI and MusikTek
· Checking budget report on any event that will be held is it according to SK
· Checking all requirement for payment such as PR, PO, BBM, invoice are complete for weekly payment before giving it to finance

· Checking daily report on MSI and MusikTek 

· Every month checking MSI teacher salary (3 branch) and make salary report before giving it to finance manager

· Every month prepare SSP for corporate (5 company) and prepare for paying process until report to tax office

2. Position
:
Finance and Accounting Supervisor for Music School of Indonesia (MSI) and 



MusikTek 
Job Description
:
a. Music School of Indonesia (MSI)
(
Make new database on Accurate 3 for MSI and re-input to accurate since January 2010

· Input in Accurate daily transaction for student registration, monthly payment and merchandise sales
· Update daily bank book

· Update daily stock card and sales report
· Update weekly student registration and monthly payment on excel

· Do monthly stock opname on merchandise and make report for management
· Checking all requirement for payment such as PR, PO, BBM, invoice are complete for weekly payment
· Every wednesday make payment plan for weekly payment on Friday

· Every monday make weekly report on income from registration, monthly payment and merchandise sales
· Reconciliation 2 branches (PI and Tebet) on stock either merchandise or assets

· Every month make financial report and report it to FA manager



b. MusikTek 
· Make new database on Accurate 3 for MusikTek and re-input to accurate since September 2009

· Input in Accurate daily transaction for sales, course, recording, studio rental and franchise 

· Update daily bank book

· Do monthly stock opname on asset and sales merchandise and make report for management
· Checking all requirement for payment such as PR, PO, BBM, invoice are complete for weekly payment

· Every wednesday make payment plan for weekly payment on Friday

· Every monday make weekly report on income from course, recording studio, recording, sales and franchise
· Checking PO (base on current stock, sales data, discount, etc) before undergo to general manager or director for approval

· Every month make financial report and report it to FA manager
February 2008 – June 2009

Company 
:
PT Kreasi Ratu Nusantara (Naughty Accessories), Mangga Dua


Position
:
Finance Staff

Job Description
:
(
Input in Financial Program bank payment per day either bank in and out, over book, RTGS etc 




(
As Maker 1 Klik BCA, input data on klik BCA for bank payment per day




(
Cross check Sales Report with Bank Statement per day




(
Printing Bank Statement for Sales Department per day




(
Convert invoice twice a month on 10th and 20th 




(
E-mailing Mall Management, Supplier for each payment



(
Filling Bank Statement, bank payment document





(
Make daily plan for the next day payment




(
Bank Reconciliation 

August 2005 – Oktober 2007


Company 
: 
PT Maxistar Intermoda Indonesia, Sunter


Position 
: 
Accounting Staff


Job Description 
:
(
Arrange administratively payment either for Supplier or Factory, completed it with LTB, PO, SJ supplier, invoice and then give to Finance & Accounting Supervisor

(
Give report via email to Purchasing Dept. in which invoice from supplier that has been paid

(
Checked Customer Invoice from quantity (pieces and yards), price, discount, and delivery cost before sending it to costumers 

(
Input in excel (Loan Book and Factory Book) all the factory purchasing and payments 

(
Make loan mutation reports every month and report to Finance & Accounting Manager

(
Input in excel (Purchasing Order Book) all the purchasing order that has been made and payment information

(
Input in excel (Stock Books) all the transaction in the warehouse either in or out of goods, samples, join piece or cut piece and return to factory

(
Follow Stock Opname every 2 months and make reports

COMPUTER ABILITY

Ms. Word (Good)

Ms. Excel (Good)

Ms. Outlook (Good)

Microsoft Navision Financial Program (Fair)

Accurate Accounting Program version 2, 3 & 4 (Good)
Micr
osoft AX Financial Program 
LANGUAGE ABILITY

Indonesian (Good)

English (Good)

