Curriculum Vitue
Henny Martika Sihombing

Home Address:
Kompleks Bumi Asri
Jalan Asrama – Medan

Medan – Indonesia
Mobile: +62 831 9898 7080
Email: Hennymartika@gmail.com



OBJECTIVES
SEEKING NEW EXPERIENCE AS A FREELANCER AND LOVE TO DO MANY NEW THINGS IN ORDER TO IMPROVE MY SELF AND CLIENT’S WORK.



EDUCATION
    Course       :   Diploma in Management Tourism and Hospitality
    Period        :   2007 – 2009
    Place          :   ERC Institute in Singapore



SKILLS
· Able to operated Microsoft Office and Power Point

· Able to operated VHP of FO Reception
· Able to operated INFRASYS System

· Able to operated Credit Card Machine Manually

· Able to operated Fidelio System

· Able to operated Microsoft Access
· Able to translate English to Indonesian and Indonesian to English
WORKING EXPERIENCE & RESPONSIBLE

February 2010 – March 2010, as a Receptionist SPA in Mandara Spa, Bali

· Handling Therapists’ Schedule

· Handling Telephone Operator

· Handling  Cashier

· Handling Reservation

· Distribute Flyers with 5 minutes Massage

March 2010 – July 2010, as a Trainee Receptionist, Butler and Operator in Bali-Khama, Bali

· Handling Telephone Operator

· Explain and Escort the Guest to their Room

· Handling Process Check in/out

· Double check the Billing in the System

August 2010 – January 2011, as a Cashier in Tianshi Indonesia, Bali

· Handling Cashier

· Handling Process the Registration for Member

· Weekly Inventory Report

February 2011 – May 2013, as a Receptionist, Reservation Golf and Proshop in Laguna Golf Club, Bintan


Receptionist/Reservation

· Handling Process Golf Registration for Golfers

· Handling Cashier

· Handling Daily Report and City Ledger

· Booking the SEAREZ System

· Reserve the Golf Booking to Starting Sheet


Proshop

· Handling Daily Sales and Summary Proshop

· Monthly Inventory Proshop

GRO

· Handling the Golfers to Immigration Clearance

· Handling Visa on Arrival (VOA)

· Handling Golf Bag Check in/out

· Handling Passports and Immigration card

· Handling the Amendment Ferry

· Escort the guests to the Car

Operator

· Handling outgoing and incoming call

· Handling fax

· Handling reservation by phone

May 2013 – October 2013, as a Telephone Operator in Novotel Palembang, Palembang
· Handling outgoing and incoming call

· Handling fax

· Handling reservation by phone

· Billing Report Monthly
· Handling Guest’s complaint by phone

December 2013 – December 2015, as an Indonesian Marketing in Pantai Hospital, Penang, Malaysia

· Pick up patient from the International Airport

· Translator while meeting the Doctor

· Data entry Patient History and Personal Details

· Handling Microsoft Access

Present, as a Freelance

· Learning HTML5 and CSS

· Learning PHP 


PERSONAL DETAILS
    Date of Birth        :  04th August 1990
    Nationality           :  Indonesian
    Religion                :  Protestant
    Martial Status     :  Single
    Language             :  English (fluent)
    Passport No.        :  P 443993
