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WINDY YULIA RICHE
BEKASI, 20 JULI 1980
PERUM CITRA INDAH, BUKIT CEMPAKA BLOK X.7 NO.38

 SUKAMAJU, JONGGOL - BOGOR
HP : 0888 9683952 / 021-89934595
EDUCATION

Formal:

	2005 – 2009
	:
	MERCUBUANA University.

Major: Teknik Informatika


	2000 – 2003
	:
	STMIK Cipto Hadi Pranoto
Major : Management Informatika
GPA : 3.17



WORKING EXPERIENCE

	JULY 2011 – PRESENT
	:
	PT Buana Centra Swakarsa

Position  : HR Corporate & East Region Supervisor

Superior : HR Manager

Responsibility

· To conduct monitoring and supervising on calculation of employee's salaries in order to be paid on time.
· To analyze compensation and benefit by integrating the rules, information resources, policy and regulations.
· To coordinate with Jamsostek and health insurance about the number of memberships, the amount of premiums and other types of benefit in order to give maximum services to employee with optimum cost of premiums. 
· To develop and update the Man Power Planning, Man Power Budgeting and collect all the monthly reports from all sites and areas, to be processed into an integrated personnel management reports on each end of the month.
· To coordinate the updating data of HRIS to ensure the accuracy and validity personnel data according to the movement of personnel.
· To implement a satisfactory termination process for both parties (company and employee) by calculating the employee's right according to the applicable rules and regulations and negotiate it with the employee concerned.
· To enforce the company's discipline by evaluating the effectiveness of Company's rules and the implementation of sanction/punishment.
· To create and keep a conducive working situations by monitoring the consistency of collective labor agreement implementation.
· To conduct & assist in recruitment accordance with department request and requirement based on PT. Buana Centra Swakarsa policy. 
· Handle absenteeism; and record leave request application to ensure leave provided in line with company policy PT. Buana Centra Swakarsa policy.

· Letter issuance to employee that related to employee’s benefit, such as reference letters, guarantee letters to hospital providers, etc




	APRIL 2010 – JUNE 2011
	:
	PT Diamond Cold Storage
Position  : Payroll Supervisor
Superior : HR Manager
Responsibility

· Prepare and process salary payment transfer to ensure salary are transferred to PT. Diamond Cold Storage and Group employees (including transfer/cash payment for direct contract) in timely and accurate manner.

· Total employee for Diamond Group = 2000 employees).
· Implement DCS Group payment of Jamsostek, and other payment related with payroll to ensure compliance, accurate and timely based on company and governance regulation.
· Analyze compensation and benefit by integrating the rules, information resources, policy and regulations.
· Review absenteeism, leave request application to ensure leave provided in line with company policy.

· Letter issuance to employee that related to employee’s benefit, such as reference letters, guarantee letters to hospital providers, etc

· Support HR Manager in reviewing, proposing HR Programs that relates to Compensation and Benefit.

· Assist in recruitment process.




	2005 – MARCH 2010
	:
	PT Johnson Home Hygiene Products

Position  : Payroll Master 

Superior : Remuneration & Recruitment Manager

Responsibility

· Prepare and process salary payment transfer to ensure salary are transferred to JHHP Group employees (including transfer/cash payment for direct contract) in timely and accurate manner.

· Total employee for JHHP group = 3000 employees).
· Implement JHHP Group payment of tax PPH 21, Jamsostek, Pension Plan and other payment related with payroll to ensure compliance, accurate and timely based on company and governance regulation.
· Reconcile JHHP group employees’ deduction (loan, COP, etc) with accounting to ensure deduction of employee is recorded and deducted in accounting system accurate and timely (SAP). 
· Reconcile medical data JHHP & UJ with Finance to ensure accuracy with actual data.
· Processing JHHP & UJ medical reimbursements payment (Inpatient and Outpatient) in line with company policy, accurate and timely manner. 
· Review absenteeism; and review and record leave request application to ensure leave provided in line with company policy for JHHP & UJ.

· Processing calculation of overtime JHHP & UJ for submission to payroll.

· Letter issuance to employee that related to employee’s benefit, such as reference letters, guarantee letters to hospital providers, etc

· Support in reviewing, proposing HR Programs that relates to Compensation and Benefit.




	2003 – JANUARY 2005
	:
	PT WIFA PROFINDO 

(Outsource Company – Work location in PT. JOHNSON HOME HYGIENE PRODUCTS)

Position  : HR Administration / Payroll Staff 

Superior : C&B Supervisor

Responsibility

· Implement PT. Johnson Home Hygiene Products  payment of tax PPH 21, Jamsostek, Pension Plan and other payment related with payroll accurate and timely manners.
· Reconcile medical data PT. Johnson Home Hygiene Products with Finance to ensure accuracy with actual data.

· Processing PT. Johnson Home Hygiene Products medical reimbursements payment in line with company policy, accurate and timely manner and for submission to payroll. 
· Handle absenteeism; and record leave request application to ensure leave provided in line with company policy PT. Johnson Home Hygiene Products.

· Processing calculation of overtime PT. Johnson Home Hygiene Products for submission to payroll.
· Assists in recruitment accordance with department request and requirement based on PT. Johnson Home Hygiene Products policy. 


SKILLS

Language Skill:

	Languages
	Reading
	Writing
	Speaking
	Listening

	Indonesian
	Very good
	Very good
	Very good
	Very good

	English
	Good
	Good
	Enough
	Good


Computer Skill:

	MS WORD
	MS EXCEL 
	 POWER POINT

	Very good
	 Very Good
	  Good


PERSONAL QUALIFICATION

	· Known as quick learner and has a good analytical and interpersonal skill
· Enjoy interacting with people through presentation or training activities
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