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	Cheryl Mediatrice Ayunda P.I
Surabaya, 02 Januari 1986

Female

29 Years
Indonesia
Chatolic
Single
Apartemen Green Bay - Pluit
Jakarta Utara
DKI Jakarta
167 cm

72 kg

081-219777479 / 081-8513633

cherille_cheryl@yahoo.com
	


Career Objectives

Growth oriented in a medium level management position with an opportunity to take forward to upper management level where I can utilize my academic background, experience and interest to be a part of the great company that had a commitment to professionalism behavioral and successful work performance oriented.
Knowledge Area

Assistant Notary, Teller, Customer Service, Marketing, Hotel Human Resources and Legal Manager.
Professional Experiences

2007 – 2010    Notary Office Ermin Nainy Pasi Sidartha, S.H, Surabaya


             As an Assistant Notary, with responsibility:
1. Assisted the notary on daily activities related to law consultant and notaries agreements.
2. Managed law agreements based on cases needed.

3. Handled and dealing with clients
4. To ensure that agreement has done properly.

2010 – 2012    PT. Bank International Indonesia, Jakarta



              As a Staff Teller, with responsibility:
1. Receive checking and savings deposit, verify cash and endorsements, and receive proper identification for cash back, and issue receipts of deposit.
2. Examine checks deposited and determine proper funds availability based on regulation requirements and complete Hold Notice.
3. Process savings withdrawls

4. Cash checks 

5. Identify counterfeit currency.

6. Answer basic customer inquiries regarding interest rates, service charges and account histories while complying with disclosure requirements, regulation and consumer privacy policies.

7. Cross sell bank products and services.

8. Refer Customer to the proper department for issues that cannot be resolved at the teller line.
9. Count and roll loose coins.

10.  Issue personal money orders and cashier’s checks, accept orders and payment for US Savings Bonds, and sell American Express Travelers Checks (single and multiple signers).
11. Accept loan payments: verify payment amount and issue receipts.
12. Buy and sell currency from the vault as necessary, ensuring that teller drawer cash limits are not exceeded.

13. Ensure teller station is properly supplied.

14. Accept country property tax payments.

15. Balance and update savings passbooks and close accounts when requested.

16. Follow procedures for removing accounts for dormancy.

17. Balance drawer daily, including periodic batching of cashed checks.

18. Process cash advances, redeem US savings bonds.
19. Maintain appropriate currency logs.

20. Follow all bank policies and procedures.

2012 – 2013    PT. Bank Internasional Indonesia, Jakarta



             As a Staff Customer Service, with responsibility:
1. Assist customers with routine account-related request such as: fund transfers, stop payment, inquiries about bank deposit products and service charge, inquiries about ATM and debit card usage and limits, etc.
2. Research and resolve customer problems.
3. Research Customer Question regarding electronic fund transfers.
4. Cross Sell Bank Products and service based on customer needs in accordance with the bank’s program standards.
5. Relate customer request for service charge rebates to the assistant vice president and vice president operations.
6. Process necessary paperwork to rebate customer service charges.
7. Verify information on ATM/Debit Card applications to the information in customer database.Send exceptions to personal banking counselors for corrections.

8. Update the system with messages regarding ATM/Debit Cards and services charge rebates.

9. Balance Customer checkbooks.

10. Input, maintain and delete ATM/Debit Cards within system.
2012 – 2014    PT. Bank Internasional Indonesia, Jakarta



             As a Staff Senior Marketing, with responsibility:
1. Compling and distributing financial and statistical information such as budget spreadsheets.
2. Analysing questionnaires.

3. Writing reports, company brochures and similar documents.

4. Organising and hosting presentations and customer visits

5. Visit and Maintain the Customers.

6. Cross Sell to customers about bank products and provide the best solutions for customers.

7. Maintain both individuals and corporate customer

8. Provide the best services to customers, so that customers continue to entrust comfortable and keep customer funds in this bank.

9. Perform administrative duties such as banking, reporting to central office, making deposits memos, working on report pertaining to the interests of the customer.
           2014 – Present   Hotel THE BnB Jakarta Kelapa Gading ( by Agung  

                                              Podomoro Land) As a Human Resources and Legal   

                                              Manager with responsibility:
1. Recruiting Hotel Staff.
2. Compailing Employee Data.
3. Calculating Employee Payroll.
4. Managed Employee Meals.
5. HR Reporting.
6. Reporting Government Tax – PPh 21.
7. Reensure Hotel Standart has been implemented.
8. Provide tranning to employees
9. Make contract and Legal Drafting. 
 

Education Details
1993 – 1999
Elementary Degree at SDK, St Katarina, Surabaya
1999 – 2001
Junior High School degree at SMP Margie, Surabaya
2001 – 2003
Senior High School degree at SMA St.Louis 2, Surabaya
2003 - 2007
Faculty of Law, Surabaya University
Non Education Details
2007

Pendidikan Keahlian Profesi Advokat , Surabaya
Language & Computer Proficiency

Language 

Indonesia, English (Spoken and written – Good ).
Computer

Microsoft Office: Word, Excel, and Internet.
Reference
1. Banon Jodipati Probopiono – Hotel Manager the BnB Jakarta Kelapa Gading

     by Agung Podomoro Land, 0853-1100-5906.

2. Mario Salwey – Product Manager Go Indonesia Jakarta , 081-218-555-625.

3. Georgea Alexandrine – Owner House of SR by Georgea Radji , 081-739-69-04.

4. Muhammad Idrus Alfiansyah – FE BII-Maybank Mall Taman Anggrek,                   

    081- 908-203-943
