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CURRICULUM VITAE

PERSONAL DETAILS

Full Name 


: Nur Jihan Bahanan
Place of Birth 


: Jakarta

Date of Birth 


: 02/22/80
Gender 



: Female

Religion 



: Islam

Marital Status 


: Married
Nationality & Citizenship 

: Indonesian

Contact Address                                     : Jl Kasuma Puri Raya, Cimanggis, Depok
ZIP/Postal Code            
                : 16954
Mobile Phone Number
                : 0896 2979 8567
Email 


                : jihan.abdurachman@gmail.com

FORMAL EDUCATION

	University/

School
	Discipline
	GPA
	Degree

	Prof. Dr. Moestopo (Beragama)

	Economy Faculty
	2,76
	S-1


Dates Defense Final Project: Nov 2005
“Pengaruh Program Penetapan Harga Produk Madu Al-Shifa terhadap volume penjualan pada PT Safarindo Internusa”
LANGUAGE SKILL

	Languages
	Speak
	Read
	Write

	Indonesian
	A
	A
	A

	English
	A
	A
	A

	
	
	
	


Note A : Excellent

         B : Very Good

         C : Good

         D : Fair
COMPUTER SKILL

	Operating System

	Windows® /NT/ME/XP

	Internet

	Microsoft® Internet Explorer™ & Fire Fox®

	Office Applications

	Microsoft® Office Excel™, Word™, Power Point™.


JOB EXPERIENCES

	Activities
	Year

	PT. Multi Jaya Perkasa
Jakarta, Indonesia

Title : Account Officer

	2002 – 2003

	PT. Prestij IND
Jakarta, Indonesia

Title : Assistant Secretary 

Responsibilities / Job Description :
· Answer the telephone, take messages, transfer calls to suitable staff

· Offer visitors, clients, partners pertinent information about the company and its activity

· Receive and send e-mails, etc

· Handle correspondence
· Welcome and attend visitors

· Type, print and make copies of important documents
·  Copy and distribute meeting minutes

· Maintain office supplies

· Maintain file records and databases

· Operate office equipment such as fax, copiers, printer and phone system

· Provide services for customers

	2003 – 2004

	PT. Jasa Angkasa Semesta
Jakarta, Indonesia

Title : Customer Service Handling Singapore Airlines
Responsibilities / Job Description :

· Dealing with passenger enquiries about flight departures and arrivals

· Checking passengers in

· Giving seat numbers

· Providing boarding passes and luggage labels

· Telling passengers about luggage restrictions

· Weighing baggage and collecting any excess weight charges
· Taking care of people with special needs, and unaccompanied children

· Calming and reassuring nervous passengers.

	2004 – 2007

	PT. Insan Cemerlang
Jakarta, Indonesia

Title : Secretary

Responsibilities / Job Description :
· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms.

· Alert manager about cancelations or new meetings.

· Manage travel and schedule.
· Prepare correspondence and stuff mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.
· Greet and receive visitor.
· Prepare agenda for meetings.
· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records. 
· Operate office equipment, such as photocopy machine and scanner.
· Maintain hard copy and electronic filing system.

· Sign for UPS/Fed Ex packages.

	2007 – 2010


Manage, control, check or assist with issuing of all Import  documents.

	
	2010 – 2012
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