CURRICULUM VITAE


	Name
	:
	Novida Riama Buharia, SE

	Address
	:
	Nusa Indah Loka V Blok HE 6/4, 

Graha Raya Bintaro, Tangerang Selatan, 15324

	Place and Date of Birth
	:
	Jakarta, Nov 02, 1985

	Religion
	:
	Christian

	Marital Status
	:
	Married

	Nationality
	:
	Indonesian

	Phone
	:
	0811 998 2502

	E-mail
	:
	novi.lg@gmail.com
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PERSONAL DETAIL

EDUCATION

FORMAL

2004-2008: Bachelor of Economic, University of Budi Luhur, Jakarta (GPA 3.34)


NONFORMAL

2004-2008: English Course, Language Institute LIA, Jakarta



EXPERIENCE

PT. BANK DANAMON INDONESIA, TBK

​Period
: 2008-2010

Division
: Project & Re-engineering Division
Position
: Compliance, Administration & Reporting (Budget & BI License) 
Job Responsibilities:

1. Coordinating communication and correspondence for both written and spoken communication to internal divisions and external parties (such as: Bank Indonesia/OJK)

2. Establish and maintain positive relationship to external parties (such as: Bank Indonesia/OJK)

3. Liaise with internal divisions to obtain completeness of BI License project document requirement

4. Reviewing BI License project document requirement from all divisions
5. Monitoring BI License project activity

6. Preparing reports weekly, monthly and ad hoc 

7. Maintaining filing documents

Other Task, 
Service Quality Improvement:

1. Responsible to do mystery caller

2. Responsible to do benchmark to private bank

Substitutes Clerk/Secretary: 
1. Liaise with other staff in other department

2. Photocopying and printing various documents, sometimes on behalf of other colleagues

3. Sorting and distributing incoming post and organizing and sending outgoing post

4. Booking rooms and conference facilities

​Period
: 2010-2015
Division
: Operation & Business Support Division
Position
: Compliance, General Affairs (Network Development & Branch License) 

Job Responsibilities:

1. Planning, Developing, and Implementing network development & branch license project
(New set up location branches for expansion)
2. Direct & manage project from beginning to end, such as:
· Time Plan

· Building Rental

· Building Renovation

· Permit/license

· Performance Report

3. Responsibility for rental negotiation and/or tenancy renewal

4. Preparing branch license project document, such as:
· Reviewing tenancy agreement 

· Developing location feasibility study 
· Inventories branch 

· Site plan and Layout 
· Organization structure 

· Picture of branch

· Permit document from government (such as: SITU, TDP, etc)

· Drafting advertisement

5. Supporting the overall process of management and corporate decision

(Coordinating to Internal team):
· Project Management

· Facility Management

· Logistic

6. Ensure processes and procedures branch License activity comply to regulations
7. Giving education to internal team about license and regulation

8. Solving problems for cases related to the network development & branch license
9. Preparing reports weekly, monthly and ad hoc
10. Maintaining filing documents

PERSONAL SUMMARY
I am person who have 7 years experience in banking industry specialize in Compliance, General Affairs and Network Development area. Beside my professional experience, I have experience in event management area. 
I have good interpersonal skills, like responsibility; enjoy the challenge of new situation and variety of people.  Mature personality, good initiative, and creativity you will fine on me. I am also a quick learner, energetic, cheerful, commitment to the task at hand and passion to learn something new. 

I am confident that my qualification and skills could make significant contributions to your organization.
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Best Regards,

Novida Riama Buharia, SE
