IVONNE PUSPAKENCANA
ivonnepuspakencana@hotmail.com

085667689503/089602495498
Jalan Kenaiban Perumahan Taman Merdeka Indah B/5

Tangerang 15114

Jakarta, October 8th 1990
Working Experiences

English Teacher, COME (COurse Make Easy)

 Bendungan Hilir, Central Jakarta

June 2009 – September 2009

Job description:

· Handling English class for adult students

· Preparing materials for teaching

· Making English tests for students

· Evaluating students’ scores

English Teacher, Brilliant Study Center (BSC)


  Alfa Indah, West Jakarta


October 2009 – February 2010

Job description:

· Handling English class for kindergarten, primary and high school students ranging from age 4 to 15 years old

· Preparing materials for teaching (grammar, vocabulary, listening and reading)

· Making lesson plans for each class’s listening materials and activities

· Evaluating students’ works

English Teacher, Koala Tutorial Club


                    Karawaci, Tangerang

July 2010 – July 2011

Job description:

· Handling class for primary students

· Preparing materials for teaching

· Evaluating students’ works

Homeroom Teacher for Bunda Mulia National Plus Primary School
      Petojo, Jakarta

July 2012 – now

Job description:

· Teaching all subjects in English, such as Mathematics, Science, Social Studies, English and Health Education for Primary 6 students

· Making progress report per term (3 months)

· Handling class of Primary 6 students
Educational Background

Saint Fransiscus Elementary School 




                  1996-2002

Saint Mary 2 Junior High School





      2002-2005

Saint Thomas Aquino Senior High School




      2005-2008

** Science Program
Atma Jaya Catholic University





      2008-2012

** majoring English Department Faculty of Education (graduated in January 2012)
Skill

Computer Skill      : Microsoft Office (Word, Excel, Power Point)

Language Skill      : Indonesian and English (Good in listening, speaking, reading and writing)

Organizational Experiences

· The Art of Storytelling
Position: Secretary

Job description:

· Making letters

· Making notes every meeting

· Printing certificates

· Students’ Orientation
Position: Facilitator

Job description: 

· Handling and leading new students

· Study Tour to Metro TV
Position: Coordinator of Consumption Division

Job description:

· Preparing snacks and lunch for committee and participants

· Coordinating with staffs

· Just “A” Club
Position: Secretary

Job description:

· Making letters

· Making notes every meeting

· Printing certificates

· English Days 2010
Position: Coordinator of Transportation and Accommodation Division

Job description:

· Providing transportation for going to and back to the place

· Dealing with the transportation agency (administration)

· Dividing the rooms for participants and committee

· Providing place for the event (administration)

· Students’ Government of English Department
Position: Secretary

Job description:

· Making notes for every meeting

· Dealing with proposal and evaluation report

· Making letters

· Printing certificates

Training Program

· Students Development Program 
as participant from August 2009 to October 2009.
Expected salary: IDR 8.000.000
