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Profile

Honest and eager to learn, good analytical thinking, able to work independently as part as a team, high self motivation, fast learner and willing to work hard, have an ability working under pressure with dynamic personality, good command in oral and written English, able to operate Microsoft Office (Ms. Word, Excel, Power Point), SAP, AS400, and capable of using Internet.

Personal Identity

Name
:
HENDRO KUSUMOPRABOWO
Place/Date of Birth
:
Malang, December 2nd, 1979

Address
:
KP. Poncol RT/RW 004/001 Larangan, Tangerang
Sex
:
Male

Nationality
:
Indonesian

Religion
:
Christian

Marital Status
:
Single

Email
:
hendro.kusumoprabowo@gmail.com
Mobile Phone
:
081 233 82729 / 0811 888 1498
Hobbies
:
Photography & Computer

EDUCATIONAL BACKGROUND
Formal Educational
2009 – 2011
:
Bachelor Degree in Accounting Department at the University of Mercu Buana, Jakarta – Indonesia.



With GPA 2.94 Scale 4
1998 – 2001
:
Diploma Degree in Accounting Department at the Polytechnic of Brawijaya Malang, East Java – Indonesia.



With GPA 2.81 Scale 4
1996 – 1998
:
SMU Negeri 1 Malang Senior High School, 
East Java – Indonesia
1995 – 1996
:
SMU Negeri 2 Denpasar Senior High School, Bali – Indonesia
1992 – 1995
:
SMP Negeri 2 Denpasar Junior High School, Bali – Indonesia
Non-formal Educational
2009
:
EF (English First) General English

SEMINAR/TRAINING/WORKSHOP
March, 2000
:
Participant, Seminar Nasional Ketenagakerjaan 2000 Politeknik Negeri Malang

May, 2003
:
Committee, PPGP (Pengkaderan Pengurus Gerakan Pemuda) Tahap I, GPIB – BPK Gerakan Pemuda

November, 2006
:
Participant, Training ODP (Officer Development Program), PT.Astra International, Tbk – TSO

Qualificatons
1. Accounting and Administrations skills (Payment Journal, Petty Cash, Inventory Controls, Filling, Entry Data, Analysis Maintenance).
2. Computer Literate (Ms Office, Photoshop, Corel Draw, SAP Program, AS400).
3. English Skills (Speaking and Writing).
4. Communication Skills and handling customer relationship.
5. Internet Literate.
6. Photography skills

Working Experinces

Working at PT. MARGA NUSANTARA JAYA
Core Business
:
Retailed / Consumer Goods

Location 
:
Malang, East Java – Indonesia

Period


:
February 2001 – May 2002

Purpose


:
Temporary Working

Position


:
Administration Staff

Job’s Description

· Procurement data, Inventory control and administration assistant.

· Entry Data Sales Order.

· Filling and updating data.
· Invoice and payment arrangement.
Working at PT. ASTRA INTERNATIONAL, Tbk – Toyota Sales Operation
Core Business
:
Automotive

Location
:
Malang. East Java – Indonesia
Period
:
April 2004 – May 2007
Purpose
:
Permanent Working

Position
:
Administration Staff

Job’s Description

· Prepare service order and create invoice.

· Control overdue of payment services, and prepare TAX invoice.

· Cashier (Cash arrangement, daily report cash opname).
· Prepare and report Petty cash.
· Inventory part and material control (prepare monthly report and stock opname).
· Handling Customer Service.

· Create, Filling, Updating Sales Order.

· BPKB and STNK arrangement.
Working at PT. ORIX Indonesia Finance, Jakarta
Core Business
:
Leasing Company

Location
:
Jakarta – Indonesia

Period
:
November 2007 – Present

Purpose
:
Permanent Working

Position
:
Customer Service Officer

Job’s Description

· Prepare and create Monthly Report of Customer Service. Maintenance Budget Service, Service and Claim Ins Report, Reminder Service.

· Create and develop efficiency-enhancing Customer Service workflow/process for each division (Service Div, Claim Ins Div, and Pool Car Div.) that made it possible to accommodate increasing of responsibilities.
· Maintain Budget analyst for each brands of vehicle such as: Toyota, Daihatsu, Nissan, Mitsubishi, etc (yearly basis).
· Maintain and develop network of authorized workshop and supplier

· Handling emergency cases such as: accident, engine trouble, etc

· Administration assistance of customer service:
· Create working order and make appointment of service schedule

· Handling claim ins and prepare document

· Follow up the results of service and claim improvement

· Prepare payment schedule to workshop
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