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 Rahmawati, Anisa
 (Updated: 2015-05-01)
 Perum. Permata Cimanggis Cluster Mutiara, Blok C13/15, Cimpaeun, Tapos, Depok, Depok, 16459, Jawa Barat, Indonesia
 Email:rhasanisa@gmail.com
Tel:-(Home), 081314372988(Mobile)
 Resume Summary
 Current Position
: Marketing Export Staff in PT. SUTRAKABEL INTIMANDIRI (July 2014 - Present)
 Current Specialization
: Logistics/Supply Chain
 

	 Employment History
July 2014 - Present
 1. PT. SUTRAKABEL INTIMANDIRI
 Position Title (Level)
: Marketing Export Staff (Staff (non-management & non-supervisor))
 Specialization
: Clerical/Administrative Support
 Role

: Administrative Executive
 Industry

: Manufacturing / Production
Work Description
:
 SUMMARY OF FUNCTIONS
 Responsible for Supporting Administrative Work both Local and Export Sales  
 MAJOR DUTIES AND RESPONSIBILITIES :
 - Preparing Local Documents Such as Invoice and required data for Biding or Vendor List, Local Supporting Documents for Indonesian Stated Own Electricity.
 - Preparing Export Documents Such As Commercial Invoice, Packing List, COO, PEB, Insurance, Fumigation Certificate, Bill Of Lading, Inspection arrangement (If needed) based on both sides agreement (between Seller and Buyer) that stated on Purchase Contract or LC 
 - Updating Free Market Sales Report either Export, Retails, Indonesian Stated Own Electricity Project, Building Project, Power Plant Project
 - Making Delivery Arrangement for Local and Export Sales
 - Searching Shipping Company both Local and Export, negotiating and making transportation budget estimation.

 - Coordinating with related departement, mostly Finance and Warehouse Dept, and Shipping Company
 - Correspond daily with Customer by email, phone, fax
June 2013 - Oct 2013
 2. PT. BERDIRI MATAHARI LOGISTIK (Known As : Hitachi Transport System Indonesia)
 Position Title (Level)
: EXIM STAFF (Staff (non-management & non-supervisor))
 Specialization
: Logistics/Supply Chain
 Role

: Freight Forwarding
 Industry

: Transportation / Logistics
 Work Description
:
 SUMMARY OF FUNCTIONS
 Responsible for Assisting supervisor, particularly Unicharm Indonesia Project.
 MAJOR DUTIES AND RESPONSIBILITIES :
 - Making Invoice, Packinglist through Unicharm-Hitachi GSLG Website.
 - Submit Shipping Instruction for Booking Vessel space to Shipping Liner or Forwarder
 - Informing shipping schedule to customer
 - Open Job through GFMS Hi-Glos system
 - Apply Export and Import Shipping Cost to Billing/Accounting Dept. (OFR, COO, Doc Fee, LOLO, Inspec Fee, THC, DO, DOC, Cont Guarentee etc)
 - Coordinate with messenger for assigning them to follow up administration procees to the related vendor.
 - Correspond daily with Shipper, agent, vendor, costumer by email, fax, and phone
 - Providing soft copy of shipping document to consignee(Invoice, Packinglist, HB/L, COO, Insurance)
 - Update Weekly export report particularly for Shipment to Unicharm Malaysia (Borneo)
 - Dispatch Original and Copy Document by courier to Consignee and Shipper
 - Collect Shipping Cost Invoices from related vendors for Closing Job
 - Apply Verivication Request to KSO Sucofindo for Import Goods' inspection to Sucofindo website
 - Update Import Report to be reviewed by Internal members and Consignee once NOA/Pre-Alert Received.
REASON FOR LEAVING:
 Seek for better career advancement opportunities and exposure.



Sep 2011 - Sep 2012
 3. PT. SAMICK INDONESIA
 Position Title (Level)
: Export Staff (Staff (non-management & non-supervisor))
 Specialization
: Clerical/Administrative Support
 Role

: Administrative Executive
 Industry

: Manufacturing / Production
 Work Description
:
 SUMMARY OF FUNCTIONS: 
 Responsible for performing many duties mainly for Samick Branch Buyer (Samick USA, Samick Shanghai and Samick Korea) and Toppan Cosmo (Rolland)
 MAJOR DUTIES AND RESPONSIBILITIES: 
 - Handle export documentation : invoices, packing lists, revising bill of lading, fumigation certificate etc., 
 - Quote stock availability and prices, research shipping discrepancies, credit, and debit claims
 - Correspond daily with customers and sales force via fax and e-mail.
 - Provide Weekly Balance Order report to Buyer and supervisors.
 - Booking Container, Arrange stuffing date, notify Shipping Advice to buyer
 REASON FOR LEAVING:
 Seek for better career advancement opportunities and exposure.







	 Educational Background
                                                                       Expected Graduation Date: July 2015
 Bachelor's Degree of Linguistics/Languages
 Major

: English Literature
 Institute/University
: Universitas Terbuka Indonesia, Indonesia
 Grade

: On-going

	

	

	  Personal Particulars & Preferences
 Date of Birth
: 12 Oct 1992
 Nationality

: Indonesia
 Gender

: Female
 KTP No.

: 3201035210920002
 Availability

: Immediately after notice period of 2 Weeks(s)


	 Additional Info
Skills :
- Able to use English both Oral and Written
- Good keyboard Skills. Familiarity with Ms. Office, e-mail and Internet
- Able to operate OSYS_ERP System
- Able to Operate Hi-Glos GFMS System


	



