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CURICULUM VITAE

PERSONAL DATA


Name 


: Melania Tanty Ardini 
Place/Date Of Birth 
: Purwokerto, September 13th, 1982
Address 

: Jl. Melawai III/No. 8 Blok M - Kebayoran Baru JakSel
Cell Phone Number 
: 081213173048
Sex 


: Female
Marital Status 

: Single
Nationality 

: Indonesian

EDUCATION BACKGROUND
2006 
: Graduated from English Language Education Program in Sanata Dharma  

University, Yogyakarta. 

2000 
: Graduated from 4th Public Senior High School in Purwokerto

1997 
: Graduated from 9th Public Junior High School in Purwokerto

1994 
: Graduated from Santa Maria Elementary School in Purwokerto 


WORKING EXPERIENCE

PT Moores Rowland, Jakarta. 
Position : Translator and Secretary to Partner

      From 2007 - Present
· Translating Articles and Letters related with client’s issue

· Organizing letters, documents and article

· Providing stationary supplies for Audit

· Filing letters and document
· Communicate with expatriate staffs

· Preparing ticket & advance for business travel

· Preparing any request of reimbursement

· Arranging schedule for meeting

· Receiving calls and taking notes

TRAINING 

November 2006 Personal Development Program Training by JobsDB
SKILLS


Languages : Indonesia, English.
MS. Office, Excel and Internet.


INTEREST
Reading, Listening music and traveling.
