

A JAENURI

Jl. Kalibaru Barat V No. 17

Kalibaru, Cilincing

Jakarta Utara

14110

jaysnewx123@yahoo.com

08157061333


Jakarta, 2015 
Recruitment Division
Dear Sir or Madame,

Based information from your advertisement, that your firm look for HR or General Affair, I am apply this letter to your company as position that you offer it, I am interested to fill the blankness.

I have graduated from Krisnadwipayana University majoring in Law and Diploma level from LP3I (Lembaga Pendidikan dan Pengembangan Profesi Indonesia) majoring in Business Administration, I have worked three years as GA and HRD staff at beverage industrial company, six month as Export and Import supervisor at offset printing and packaging company and five years at Intraco Penta, Tbk, as GA Senior Officer, eight month in Indonesia Media Televisi, PT as GA Supervisor and five month in Korea Tomorrow & Global Indonesia. PT as GA Supervisor I call it day for willingness by my self, and now I work for Multi Husada Farma PT, as HR & GA Supervisor. I am communicative, honest, willing to hard work, fast learning, can work with team or individual, have good interpersonal skill and self motivated person, and can operated computer. The enclosed curriculum vitae indicates details of my qualification experiences.

Should my qualification meet your requirement. I would be grateful, if you could give me an opportunity for an interview at anytime that convenient of you.

Yours faithfully,

A Jaenuri


A JAENURI

Jl. Kalibaru Barat V No. 17

Kalibaru, Cilincing

Jakarta Utara

14110

jaysnewx123@yahoo.com

08157061333


CURRICULUM VITAE

PERSONAL DATA
Name


: A Jaenuri

Nick Name

: Jay

Place, date of birth
: Tangerang, May 09, 1980

Sex


: Male

Religion

: Moslem

Nationality

: Indonesia

Marital status

: Married
Mobile phone

: 08157061333
Height


: 165cm

Weight


: 51kg

Driving license
: A & C 

EDUCATION BACKGROUND
· Majoring in Law (S1) at Krisnadwipayana University, 2005-2008 (GPA 3.21) 

· Majoring in Business Administratiom (Diploma) at Lembaga Pendidikan dan Pengembangan Profesi Indonesia (LP3I), 2001-2003 (GPA 2.81)

· Senior High School (social) at Wiyata Mandala, 1996-1999

SEMINARS

· Tatacara Penyelesaian Perselisihan Hubungan Industrial

Dinas Tenaga Kerja Kabupaten Bekasi

Bekasi, 22-23 May 2007

· Bimbingan Tekhnis Analisa Jabatan

Departemen Tenaga Kerja dan Transmigrasi RI

Bogor, 6-13 March 2007

· Pengelolaan Lingkungan Hidup di Era Otonomi Daerah

Dinas Pengendalian Dampak Lingkungan dan Pertambangan

Bekasi, 12-13 August 2004
WORK EXPERIENCE

PT. BALI HAI BREWERY INDONESIA
as GA and HRD Staff

May 2004-July 2007

Job description:

· Process to obtains permits

a) PP/PKB

b) Ijin wajib lapor ketenagakerjaan

c) Ijin penyimpangan waktu kerja

d) Ijin penggunaan bejana tekan

e) Ijin penangkal petir

f) Merek Dagang (MD)

g) UPL UKL/AMDAL

h) Ijin pengambilan air bawah tanah

i) Ijin Reklame

j) Expatriate
k) etc
· Industrial relation:

a) layoffs process

b) negotiate, discuss with labor unions process

c) etc
· Insurance Process (life, health and Vehicle)

· Vehicle Maintenance 

· Administration HR:

a) attendance

b) Elowance

c) Etc

· etc
PT. MAJUBHAKTI PRASINDO

as Export and Import Supervisor

August 2007-January 2008

Job Description:

· Manage of processing Export and Import document.

· Coordinate with Production Manager for:

a. Plan production capacities according to yearly sales projections.

b. Monitor production vs. sales to review production schedule accordingly. Ensure enough replenishments of finished goods supply.

c. Apply effective modification on production plan for timely production.
· Overseeing goods in raw materials through import messages
· Oversee the production of goods to be exported
· Manage the work activities of Quality Assurance Department to ensure that Q.C. Technicians adhered to approved quality control procedures.
· etc

PT. INTRACO PENTA, Tbk

as GA Senior Officer

April 2009-October 2013
Jobs Description:

· Asset Management

a) Processing of Purchase asset
b) Processing of Maintenance and improvement asset

c) Processing of selling assets that are not used.

d) Scraping asset
e) Processing on system SAP.

f) Verification of asset on subsidiaries and branches (per 3 month)
· Services
a) coordinate security

b) coordinate Office boy

c) procurement of consumables

d) procurement of safety equipment 
· Facilities
a) operational vehicle schedule

b) meeting room schedule

· etc
PT. INDONESIA MEDIA TELEVISI (LIPPO Group)


As GA Supervisor

November 2013-June 2014

Jobs Description:
· Daily operational Office

a) Processing of Purchase asset
b) Processing of Maintenance and improvement asset.
c) Coordinate security
d) Coordinate Office boy
e) Coordinate Driver
f) Purchasing of consumables
g) Purchasing of safety equipment 
h) Purchasing of uniform

i) operational vehicle schedule
j) Maintain car operational
k) Meeting room schedule
l) Building Maintenance

· Warehouse operational

a) Stock in and stock out
b) Shipment schedule

· etc



PT. KOREA TOMORROW & GLOBAL INDONESIA


as GA Supervisor


June 2014-October 2014
Jobs Description:
· Daily operational Office (GA)

a) Processing of Purchase asset HO & all Branch office
b) Processing of Maintenance and improvement asset.
c) Processing and maintaining license and permit (IUT, NPWP, TDP, API-U, NIK, NPPBKC, IT etc).
d) Coordinate Office boy
e) Coordinate Driver
f) Purchasing of consumables
g) Purchasing of safety equipment 
h) Purchasing of uniform
i) operational vehicle schedule
j) Maintain car operational
k) Meeting room schedule
l) Building Maintenance
m) Legal permit expatriate

n) Processing of official traveling (transportation, accommodation etc)

o) Preparation to develop new branch office (Building, legal permit etc)

p) etc 
PT. MULTI HUSADA FARMA

as HR & GA Supervisor


October 2014-present

Jobs Description:
· HR operation
a) Recruitment

b) BPJS

c) Insurance

d) Attendance

e) Job evaluation

f) Company regulation

g) etc
· Daily operational Office (GA)

a) Processing of Purchase asset
b) Processing of Maintenance and improvement asset.
c) Coordinate security
d) Coordinate Office boy
e) Coordinate Driver
f) Purchasing of consumable goods
g) Purchasing of safety equipment
h) Purchasing of uniform
i) Operational vehicle schedule
j) Maintain car operational
k) Meeting room schedule
l) Building Maintenance
m) etc 


