Santhy Melani S.Kom

Jl. Pakuan Baranangsiang Bogor 16143

0251-8385006 / 085691849728


Bogor, 16 April 2010

At taufiq 

Bogor

Application for the post of a Teacher
To : Kepala Personalia

Dear Sir or Madam,


Having heard from a friend of mine, that the school which you lead is need a new employee, i am seeing your fast growing school and i heard that your school has a good reputation, so i would like to apply for the position of a Teacher. I feel that i have requisite qualification for the position and i would be grateful if you consider my application.
I’m 28 years old, Graduated from Pakuan University Bogor, Computer Majoring in Manufacturing Science and Mathematics, with level education is bachelor’s degree. Currently i’m seeking a challenging opportunity to widen my experiences, such as is being offered by your company.

I’m a hard worker, full responsible in my job, like challenges, and could work in a team. I really want this job because i believe that i can do my job and i can reach your company goals.

Here are my documents :

1. 1 recent 4x6 photograph

2. 1 copy of residence indentification card.

3. Curiculum Vitae (CV)

4. Graduate Certificate

5. Transcript GPA.

6. Certificate of English Language

7. Certificate of Computer Office 

8. Certificate of Selling Skill at Citibank N.A.

9. Certificate of Training at Citibank N.A.

10. References Documents

I assure you that a high level of efficiency would be applied to any given to me. Appreciated to have your respond. Thank you for your attention.

Sincerelly yours,

   Santhy Melani, S.Kom
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SANTHY MELANI

Jl. Pakuan Ciheuleut, Rt. 02/08

No.08 Baranangsiang 

Bogor Timur 16143

(Cellular) 0856 918 497 28 


(Home) 0251- 8385 006 

santhymelani@yahoo.com

Birth date : May, 22nd 1981

· OBJECTIVE

Seeking a position in Teaching with a regional multinational company

· EMPLOYMENT/EXPERIENCE HISTORY

2010 – 2010
Math and English Teacher, Global Smart, Bogor



Teaching english and math lesson.

2009 – 2009
Management Information System (MIS), Bank Syariah Mandiri PT, Jakarta
· Processing Branches Performance such as Budgeting, Financing, FBI (Fee Based Income) Over Head Cost (OHC), NRM (Net Revenue Margin),Asset using Microsoft Office ( excel ) application.

· Processing Branches employee becoming Performance to be used by Directur.

2008 – 2008
Telesales, Citibank N.A. Jakarta
· Selling Personal Loan Product, such as :

1. Personal Loan Regural

2. Personal Loan Top Up

3. Personal Loan NPA

4. etc

2007 – 2008
Sale Administration, Indosari Abadi PT, Bogor
· Checking for sale report and invoice which have been made by kanvas sales, TO sales, and admin of Morist sales

· Checking for the product quantity in the sales report, to knowing is it similar between the invoice and the sales report,

· Checking for the price, to knowing is the price are similar with the company price.

· Input the invoice and sales report in to the computer using excel application.

Warehouse Administration

· Handling input and output product for all item, and checking the quantity of the product, is it right or not, and controlling the product, if there is found something wrong for the quantity. 

· Checking the quantity of return and the product for all item from the costumer per-peaces or per-carton     

2005 – 2007
Sales Administration, Panda Motor, Bogor
· Write the invoice

· Write the sale report (quantity, product, price)

· Input invoice and sale report in to the computer using ms. Access application

· Writing commercial trough the intenet or fax

· Giving information for the service price and the sparepart to the costumer trough fax or e-mail.

· RELEVANT SKILLS

Computer Skills

· Ms. Office (Word, Excel, Power Point, Publisher, Access)

· Adobe Photoshop 

· MySQL database

· Internet Skill

Language Spoken

· English Language

· EDUCATION

Pakuan University 




Bogor, Indonesia

Manufacturing Science and Mathematics Faculty

2000 – 2005

Majoring in Computer Science



 

Honours (2.97/4.00)

· NON FORMAL EDUCATIONS

· 1997 – 1997
Computer Office Course, PPK Nusantara, Bogor.

· 2002 – 2003 
English Language Course (level Basic and elementary) .................. ....... ..LBPP LIA, Bogor.

· TRAINING

· Visual.Net MUGI (Microsoft User Group Indonesia)
at Shangrila Hotel, Jakarta.

· MUGI Parahiyangan at Hotel Salak, Bogor.

· REFERENCES

Furnished Upon Request
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Kepada Yth,


Kepala Personalia


At taufiq


Bogor





TEACHER





SANTHY MELANI


Jl. Pakuan Ciheuleut, Rt. 02/08 No.08 Baranangsiang Bogor Timur 16143


(Cellular) 0856 918 497 28 / (Home) 0251- 8385 006 


� HYPERLINK "mailto:santhymelani@yahoo.com" �santhymelani@yahoo.com�
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