Jakarta,  October 2014
To: 
Manager HRD
Dear Sir/Madam, 

I would like to apply in your company. I am a 26 year old female, graduated from Indonesia University of Education 2010. My specialization in Japanese Language Education. I am single, in good health. I am computer literate, able to use Ms Office and Internet.

My personality as a hard worker and fast learner type of person would bring benefit to your company. I have good motivation for progress and growing, I am able to work in individual and in team. 

I have over two years experiences as an operation staff with PT. Naturally Plus Indonesia and have experience of a wide variety of pattern techniques. My computer skills are very good, and I have an good record as a reliable, productive employee. Now I am working as Sales Support in PT Crown Line and learned a lot how to maintain good relationships with clients.
Enclosed is my resume, which indicates in some detail my training and experience. I sincerely hope that my qualifications are of interest to you and that an interview might be arranged at your convenience.
Thank you for your time, I look forward to hearing from you soon.

Sincerely yours, 

Adelina Astriani
Curriculum Vitae


Name 

: 
Adelina Astriani
Place/Date of Birth
:  Jakarta, July 21th 1988

Address          

:  Jl.Cendrawasih VI/112 Rt07/Rw07 



          
Jaticempaka, Pondok Gede Bekasi,17411

Sex

:
Female

Status

:
Single

Health

:  Good

Mobile

:  085691146470 (mobile)
Email 

:
adelina.astriani@gmail.com
GPA

: 
3.05        
                                       
Formal Education

· SD Islam As-syafi’iyah 02 Pondok Gede                   1994 – 2000
· SMP Negeri 73  Jakarta                                               2000 – 2003
· SMU Negeri 26 Jakarta                                               2003 – 2006
· Japanese Language Education,


 2006 – 2010

Indonesia University of Education, Bandung                       
Informal Education

· Japanese Course at JLCC (Japanese Language and Culture Centre)   2008

· International Seminar on Japanese Linguistics and Japanese Language Acquisition (Universitas Pendidikan Indonesia, Bandung) 2009
· 2nd  International Seminar  on Japanese Language Education and Culture (Universitas Pendidikan Indonesia, Bandung) 2010
· 
· Himpunan Mahasiswa Bahasa Jepang (Fakultas Pendidikan Bahasa dan Seni)

            Anggota Bidang Nihongo no Shuppan 2007-2008

· PERFORMA (Perhimpunan Fotografi Mahasiswa)Universitas Pendidikan Indonesia Anggota 2009-2010

· Panitia Media, Inisiasi, Motivasi dan Kebersamaan (Universitas Pendidikan Indonesia) Seksi Pembimbing 27-30 Agustus 2007

· Panitia Seminar Nasional Pendidikan dan Budaya Jepang (Jurusan Pendidikan Bahasa Jepang FPBS UPI)  

            Seksi Dokumentasi 23 Januari 2010-Isola Resort Kampus UPI

SMK “SMIP YPPT Bandung”, Bandung                         March 2010 – June 2010
Japanese Teacher
A job training, I was teaching 1st grade high school student that specializing in tourism. I also made examination of their progress in Japanese language ability and made report of it.
PT. Naturally Plus Indonesia, Jakarta   

 September 2010 – July 2013
Operation Staff
· New Customers enter data into the system and ensure the correctness of data
· Manage all documents from Customers
· Data Entry and filling document
· Extract the Customer’s data who wants the product shipped from the system
· Send the Customer’s data who wants the product shipped to warehouse
· Make a invoice for delivery order
· Resolve delivery problem
· Calculation Customer’s bonus
· Analysis of any existing problems
· Send message to customer if any information from company
· Deduction credit cards member every month for purchase product
PT Crown Line, Jakarta




September 2013 - Present

Sales Support

- 
Review the moving site
- 
Consulting with Japanese Customers 
- 
controling the moving activities 
- 
Maintance relationship with client

· Operating System
: Microsoft Windows
· Software
: Microsoft Office (Ms. Word, excel and power point), 

· Internet
: Internet Explorer


· English

· Japanese
I hereby declare that all information have been given is correct. 

  Prepared by, 

Adelina Astriani
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