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	Yong Yudhi Finny Ricky
Research at Diener Syz Indonesia

	
	(+62) 082113679497 | yy_finny@yahoo.co.id | 30 years old | Tangerang, Jakarta Raya

	
	Experience
	8 years

	
	Previous
	Executive Assistant/Secretary to VP Procurement
Agung Podomoro Land

	
	Education
	University of Indonesia
Diploma, Mass Comm (2007)

	
	Nationality
	Indonesia


	Experience

	April 2015 - Present

	Research
Diener Syz Indonesia | Jakarta Raya, Indonesia

	 
	Assists the Head of Indonesia Office in project due diligence, project due management and the general operations of the Indonesia operations.

	 
	 
	 

	Mar 2013 – March 2015

	Executive Assistant/Secretary to VP Procurement
Agung Podomoro Land | Jakarta Raya, Indonesia

	
	As an executive assistant, to assist VP in multitasking job and sometime to represent him in a meeting and take an immediate action.

Secretarial duties such as arranging meeting, correspondence, arrange ticket, schedule, etc. To assist COO and CEO due to administrative matter, monitoring project progress, contact consultants and contractors, contract and tender administration, progress payment process (QS matter)

	
	
	

	Jul 2012 - Mar 2013

	Project Administration (QS Dept)
PT Nirvana Development

	 
	Organize and maintain files, prepare tender and contract documents, maintain contractor’s payment approvals, contact clients.

	 
	 
	 

	Jan 2010 - Mar 2012

	Project Secretary
PT Senayan Trikarya Sempana

	 
	RESPONSIBILITIES:

    * Take the lead role in controlling project documents circulation
    * Responsibility for document filing
    * Work closely with the construction team in providing data and construction drawings
    * Preparing Weekly Site Meeting Minutes


	 
	 
	 

	Oct 2008 - Jan 2010

	Project Secretary
PT Total Bangun Persada Tbk

	 
	Schedule appointments, give information to callers, organize and maintain files, fill out forms, take dictation, type letters, make travel arrangements, or contact clients, preparing minutes of meeting, controlling document, operate office equipment like facsimile machines, photocopiers, and telephones with voice mail capabilities, accustomed with internets and emails.

	 
	 
	 

	
	
	

	Jan 2008 - Oct 2008

	Customer Service Administration
Agung Podomoro Group

	 
	Having a relation with tenants and consumers, Handling complaints, Apartment Filing System, Annual Report, Reporting of progress handling complaints project, Follow up and reporting request, Contractor division, Work Orders of Complaints, Tenancy database, Tenancy administration such as handing over, keys, controlling use of mailbox, access card, facilities rent, occupation data, tenant registration, etc.
And also having a team work and coordination with managerial of Developer, Contractor, Marketing, House Keeping, Engineering, Fit-Out, Finance, Accounting, P&GA, & Casual staffs. Including the others aspects in building management apartment, such as organizing event, proposal making, and promotion design.

	 
	 
	 

	Education

	2007
	University of Indonesia
Associate Degree in Mass Communications | Indonesia

	 
	Major
	Public Relations

	 
	CGPA
	3.05/4

	 
	 
	 

	Skills

	Advanced
	Computer Literate, Administrative Function

	Intermediate
	Construction Project Management, Adobe Photoshop

	Basic
	MYOB Accounting System, Adobe Dreamweaver, Adobe InDesign

	 
	 
	 

	Languages

	Proficiency level: 0 - Poor, 10 - Excellent

	Language
	Spoken 
Written 
Relevant Certificates

	Bahasa Indonesia
	   10 
   10 
-

	English
	   10 
   10 
-

	 
	 
	 

	Jobstreet English Language Assessment (JELA)

	Date Taken
	17 Dec 2009

	Score
	30/40

	 
	 
	 

	Additional Info

	ADDITIONAL SKILLS:
* Internet and emails.
* Accustomed with multi office machine, e.g. fax, copier, and scanner. 
* Proficient in English both oral and written.
* Able to work under pressure and deadline.
* Proficient in operating computer (ms. office, adobe, coreldraw)
* Computer skills including the ability to operate computerized such as Microsoft Word, Outlook,  Powerpoint, Excel, Access, etc, to produce correspondence and documents, and maintain presentations, spreadsheets and databases


COURSES ATTENDED:
* 1999 - General English Conversation Course, Oxford Course Indonesia
* 2003 - General English Course, English First
* 2007 - Table Manner Course, Santika Hotel, Jakarta



AFFILIATIONS:
* Participant in Indonesian Rugby Football Union as promotion staff

PERSONAL STRENGTHS:
* Leadership charisma
* Dynamic team player
* Sense of responsibility
* Highly inquisitive
* Creative and resourceful
* Excellent skills in communication and collaboration

	 
	 
	 

	About Me

	Gender
	Female

	Telephone Number
	(+62) 021-7377595

	Address
	JL KH Wahid Hasyim - Kp Pd Betung No. 6, Jurang Mangu Timur - Pd Aren - Tangerang, 15222, Tangerang, Jakarta Raya, Indonesia

	 
	 
	 


