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CURRICULUM VITAE
I. PERSONAL

· Name


: Mery Susilowati

· Place/Date of Birth
: Solo, 04 May 1982

· Sex


: Female

· Marital Status

: Married 
· Religion

: Islam

· Address

: Jl. Andara No. 78 Rt. 04 Rw. 005

  Pangkalan Jati Baru – Cinere, 
  Depok 16513
  HP : 08561096486 or 081289760676 
· Email


: smery96@yahoo.com

II. EDUCATION


1997 – 2000

Vocational High School 20 (SMKN 20), Jakarta


2000 – 2001

Diploma 1, Interstudi Secretarial College, Jakarta 
 
2009 – 2014
Universitas Mercu Buana, Jakarta, Majoring Public Relation,
III. WORKING EXPERIENCE

 2001 – 2002 

  Training at PT SEHV Indonesia





   as Finance Secretary



2002 – 2006
PT VA TECH Transmission & Distribution, Jakarta, as    Secretary & Administration in Finance Department, with job :
· Prepare for Monthly report to Manager

· Maintain & handling company Petty Cash & Cash Flow

· Secretarial duties (typing letter, booking ticket & hotel, arrange meeting)

· Maintain relation and dealing with bank 
· Prepare Treasury report 
· Prepare payment transaction 
· Prepare commercial invoice 


2006 – Present
PT. Arya Sada Perkasa, Jakarta, as Sales & Marketing Administration Officer, with job :

· Prepare Sales Administration (Quotation, Purchase Order)

· Supervise of delivery of goods and assist in commercial and logistic issues

· Involve in preparing company budget

· Participating in bids preparation, compile bid documents and involve in bid price
· Preparing of company promotion material
· Maintain relation with current customer and develop relation with new customer 
· Assist Marketing & Sales Department Manager in all administrative issues

· Assist Marketing & Sales members in direct sales of products and services

TRAINING / COURSE
February – June 2004
English Course, Inlingua Language Centre, majoring   Accelerated Professional Program 2A.

August – December 2004
English Course, Inlingua Language Centre, majoring Accelerated Professional Program 2B.

April – August 2005
English Course, Inlingua Language Centre, majoring Presentation.
