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	Faizah Arsalan.SH 
HR and Legal Officer at PISMA GROUP (Previous)

	(+62) 083833868409 | reynavaniza@gmail.com | 26 years old | Pasuruan, Jawa Timur

	Education
	universitas airlangga
Bachelor's, Law (2009) 

	Nationality
	Indonesia


	Experience

	
	HR and Legal Officer
PISMA GROUP

	 
	Monthly Salary
	IDR 5.000.000

	 
	Assessing legal documents of the organization and to ensure legal protection of the organization
To take part in high level planning organizing meetings and giving legal advices to avoid any ban and lawsuit
To make sure that the organization’s inventions are patented and it’s rights are protected
Managing lawsuits
Directing legal department staff to perform different tasks
To make sure that all legal formalities like tax payments, assets maintenance, agreements of lease and other obligations are fulfilled in time
May be required to travel to different locations to resolve deals and assess the real estate value on behalf of the organization
To make sure that high level secrecy and privacy for all legal data is maintained for the organization
To keep track of the latest changes and law regulations
Managing the legal department budget
Maintains the work structure by updating job requirements and job descriptions for all positions.
Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
Prepares employees for assignments by establishing and conducting orientation and training programs.
Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.
Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.
Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.
Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.
Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.
Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
Completes human resource operational requirements by scheduling and assigning employees; following up on work results.
Maintains human resource staff by recruiting, selecting, orienting, and training employees.
Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
Contributes to team effort by accomplishing related results as needed.

	 
	 
	 

	
	Legal Assistant
Wins And Partner

	 
	Monthly Salary
	IDR 3.000.000

	 
	1. Carrying out legal research –

This is quite possibly the most important duty a paralegal will carry out.

The research will be aimed at finding out preceding cases relevant to a case, relevant statutes, court decisions, legal articles and other writings.

They may also carry out background checks on witnesses.

2. Drafting legal documents –

Depending on the size of the law firm, a paralegal’s duties may include drafting documents such as mortgages, separation agreements, sale agreements, trust agreements, real estate closings and other types of contracts.

3. Case preparation –

They play a crucial role in helping lawyers prepare for their court cases.

They will help in the preparation of legal arguments, opening statements, closing statements and court pleadings or motions.

4. Investigation –

A paralegal may carry out investigations in relation to a case in order to authenticate or validate information.

This investigation may include locating relevant witnesses for their case.

5. Interviewing witnesses –

The paralegal may interview witnesses or the client in order to gather relevant information.

He will then prepare a report on the interview for the lawyer which he may use for preparation of his case.

6. Administrative duties –

Paralegals are referred to as law clerks because they do a lot of filing and other clerk duties such as answering phone calls, taking messages and answer correspondence.

	 
	 
	 

	
	Legal Assistant
zaidun n parner

	 
	Monthly Salary
	IDR 2.000.000

	 
	1. Carrying out legal research –

This is quite possibly the most important duty a paralegal will carry out.

The research will be aimed at finding out preceding cases relevant to a case, relevant statutes, court decisions, legal articles and other writings.

They may also carry out background checks on witnesses.

2. Drafting legal documents –

Depending on the size of the law firm, a paralegal’s duties may include drafting documents such as mortgages, separation agreements, sale agreements, trust agreements, real estate closings and other types of contracts.

3. Case preparation –

They play a crucial role in helping lawyers prepare for their court cases.

They will help in the preparation of legal arguments, opening statements, closing statements and court pleadings or motions.

4. Investigation –

A paralegal may carry out investigations in relation to a case in order to authenticate or validate information.

This investigation may include locating relevant witnesses for their case.

5. Interviewing witnesses –

The paralegal may interview witnesses or the client in order to gather relevant information.

He will then prepare a report on the interview for the lawyer which he may use for preparation of his case.

6. Administrative duties –

Paralegals are referred to as law clerks because they do a lot of filing and other clerk duties such as answering phone calls, taking messages and answer correspondence.

	 
	 
	 

	
	Legal Secretary
notaris

	 
	Monthly Salary
	IDR 1.500.000

	 
	Keeping records up to date
Typing up legal documents
Answering the phone
Organising diaries
Preparing court forms
Attending court
Performing legal research
Making appointments with clients

	 
	 
	 

	Education

	2009
	universitas airlangga
Bachelor's Degree in Law | Indonesia

	 
	Major
	Legal Corporate

	 
	CGPA
	2.91/4

	 
	 
	 

	Skills

	Advanced
	Leadership And Interpersonal Skills, Negotiation Skills, Legal Research, Contract Management, Commercial Law, HR Management, HR Functions, HR Administration, HR Generalist, Communication Skills

	 
	 
	 

	Languages

	Proficiency level: 0 - Poor, 10 - Excellent

	Language
	Spoken 
Written 
Relevant Certificates

	English
	   10 
   9 
-

	 
	 
	 

	Additional Info

	Expected Salary
	IDR 5.000.000

	Other Information    
	 
	 

	FAIZAH ARSALAN, SH.
Pucang indah lestari IV 
Jln Srikaya A 17
tambak yudan- pasuruan
Phone : 083833868409
Email :  - reynavaniza@gmail.com



CURRICULUM VITAE



Career Objective  

· A rewarding job welcome the opportunity to dedicate my abilities and skills to do whatever kind of job so long as qualifications permit.

Skills
        

·  Computer ( MS. Office, Visio, Internet ), interpersonal skills, good self    presentation, adequate theoretical, Sound leadership, enjoy teamwork.

Languages
:
Native Indonesian & English

Education
:
Faculty of Law, Airlangga University Surabaya  2005-2009. GPA : 2,91



Personal

· Hard worker, energetic, highly communicative, open-minded, outgoing, committed to task at hand, always seeking to maintain high standard of accuracy, keep attention to details, analytic thinker, fully responsible for the job.




· Born in Surabaya 21 Juni  1988, Female, single, 158 cm (height), 49 kg (weight), Moslem. 



· Hobbies   : 
tennis, basket, reading, music and movies.




Thank you for taking time to read my resume. Im looking forward to hearing your favorable reply. If you have any queries or need more documents, please feel free to contact me. Ill be in touch. Id like to start my career as soon as possible and would prove myself a loyal and dependable employee who will do the very best for the success of the company (and my own) in the future.



Sincerely yours,



Faizah Arsalan, SH.
Reynavaniza@gmail.com




APPLICATION LETTER



Surabaya, August 31 2014



I Submit this letter with hope that I can take a part in devoting my skill and energy in your corporation. Currently I am seeking a job that is relevant to my qualifications and skill, and I strongly believe that I can dedicate my whole abilities to your vast company
I am 26 year-old Law graduated from Airlangga University Surabaya . Despite my lack of job experience, I have been active in various organizations, professional seminars and student project back in campus.


You will find in me a serious (yet fun loving), meticulous, and persistent worker. I love reading and surfing the Net since I am always eager to seek new knowledge and ways to expand my horizon. I can easily adapt myself into new environment and never hesitate to face new challenge. I am not easily satisfied with labor, and ever fastidious for perfection.

I would be grateful if you could spare your time and give me the chance to sit any test or interview at any time you please, and I will do my very best to meet your demands. Please kindly allow me to stand the test, since I am quite anxious to prove my potentials and dedicate my abilities to the company. I am looking forward to receiving your favorable reply, and in the mean time, please accept my deepest gratitude.

Yours truly,



Faizah Arsalan,SH
Reynavaniza@gmail.com

	 
	 
	 

	 
	 
	 



