
	[image: image1.jpg]




	NatalisApriadi

	31 Years Old


	 
	NatalisApriadi
General Administration Officer at DargissInti Sejahtera

	
	(+62) 2196221083 | natalis.apriadi@yahoo.co.id | 31 years old | Jakarta Selatan, Jakarta Raya

	
	Experience
	12 years

	
	Previous
	Administration Staff
Supra Boga Lestari

	
	Education
	BSI Communication Academy
Uncomplished Diploma, Broadcast & MI (4 cemestres)

	
	Nationality
	Indonesia


	Experience

	Jan 2014 - Present
(1 year )
	General Administration Officer
DargissInti Sejahtera | Jakarta Raya, Indonesia

	 
	1. Responsible for maintenance of buildings.
2. Responsible for the procurement of office supplies goods.
3. Responsible for the use of petty cash.
4. Responsible for the stocks movement and Updating the stock information.
5. Creating sales reports.
6. Set up sales area.
7. Updating customer data.
8. Processing the Goods Issue, Transfer Item, Delivery Order and Sales Invoice by Accurate Program.
9. Creating a daily activity report.
10.Perform all administrative activities.

	 
	 
	 

	Sep 2012 - Sep 2013
(1 year )
	Administration Staff
Supra Boga Lestari | Jakarta Raya, Indonesia

	 
	Responsible to all operational on a daily basis, i.e:
Updating Receving Data 
Making cost report.
Making a Purchase Order by SAP.
Updating Purchase Data.

	 
	 
	 

	May 2012 - Aug 2012
(3 months )
	Administration Officer
Tangga Era Batu | Jakarta Raya, Indonesia

	 
	Responsible to all operational on a daily basis, i.e:
Updating All Maintenance & Engineering (M/E ) Data.
Making Report of Working Order (W/O)
Updating Material Inventory.

	 
	 
	 

	Jan 2012 - Apr 2012
(3 months )
	Admin Clerk
SuburMandiri Sejahtera | Jakarta Raya, Indonesia

	 
	Responsible to all operational on a daily basis, i.e:
Updating & Reporting Data Incoming & Outgoing Goods.
Updating & Reporting Material Inventory.
Preparing Delvery Order (D/O).

	 
	 
	 

	Jun 2011 - Dec 2011
(6 months )
	Administrative Officer
Pazia Pillar Mercycom | Jakarta Raya, Indonesia

	 
	Responsible to all operational on a daily basis, i.e:
Updating & Reporting Data Incoming & Outgoing Goods.
Preparing Delivery Order (D/O).
Updating Material Inventory.

	 
	 
	 

	Jan 2011 - Mar 2011
(2 months )
	STOREMAN & PURCHASING
ANEKA RASA MAKMUR, PT

	 
	maintenaning for incoming and outgoing goods
ordering goods from suplier
make database report for store

	 
	 
	 

	Sep 2006 - Mar 2010
(3 years 6 months )
	Clerical/Administrative support
Saint. FransiscusAsisi, Found.

	 
	making schedule for administration support worklist.
making monthly and annual report
maintenaing students, teacher and employers data.

	 
	 
	 

	Mar 2006 - Sep 2006
(6 months )
	ColectionStaf
Tempo Inti Media, PT | Jakarta Raya, Indonesia

	 
	collect the company account payable
making montly report
manage the documents
manage relation with customer

	 
	 
	 

	Aug 2002 - Jul 2005
(2 years 11 months )
	Operational Supervisor
BHAWANA SIGRA CARAKA, PT

	 
	make a time schedule for pick up
maintening the delivery for customer packets & documents.
make a weekly, monthly and annual report.
maintening for customer relations.

	Education

	2010
	BSI Communication Academy
Associate Degree in Creative Multimedia& Information Management | Indonesia

	 
	Major
	Broadcasting

	 
	Grade
	On-going

	 
	Unfinished Diploma Program for Broadcasting & Information Management.
Only Have 4 cemestres for each program.

	 
	 
	 

	Skills

	Advanced
	Driving Motorcycle

	Intermediate
	Administrative Support, Driving Car

	Basic
	English & Computer Literate

	 
	 
	 

	Languages

	Proficiency level: 0 - Poor, 10 - Excellent

	Language
	Spoken 
Written 
Relevant Certificates

	English
	   7 
   7 
-

	 
	 
	 

	Additional Info

	Expected Salary
	IDR 4.000.000 (negotiable)

	Preferred Work Location
	Jakarta Raya

	Other Information
	 
	 

	NatalisApriadi
Jl. Flamboyan III Rt. 04 / 10
MentengDalam - Tebet
Jakarta Selatan 12870
96221083, 97524881, 081311212188,  email: natalis.apriadi@yahoo.co.id

PERSONAL DETAILS

Place, Date of Birth :  Jakarta, 22nd April 1983
Phone No.
:  (021) 97524881                mobile : (021) 96221083 / 081311212188
Religion
:  Catholic
Sex
:  Male
Marital Status
:  Single
Nationality
: Indonesian.

EDUCATION
1998 – 2001, Certified St. FransiskusAsisi  Vocational High School ( Accounting Program ).
2002 – 2005, UncomplishedBSI Communication Academy ( Informatic Management Program for Diploma ).
2005 – 2008, UncomplishedBSI Communication Academy ( Broadcast Program for Diploma ).

PERSONALITY
iam a person who have personality e.a :
Fast learner, Self Motivated, Well Adapted, Proactively and Passion to be Success as personal and team also.


UNOFFICIAL EMPLOYMENT HISTORY

Freelancer officer :
PT.  AYUTA SAMARTYA  ( Event Organizer Industry )
as Officer Games, MC Games, LO  in many events between 2001 s.d. present.

Self Employer :
Marketing and Operational staff in Car Rental , Office SuplySuplier and buliding Material Suplier Industry.

OTHER
Having Indonesian Driving License  of  Motorcycle (C) and Car (A).

	 
	 
	 

	About Me

	Gender
	Male

	Telephone Number
	(+62) 21-96221083 / 97524881

	Address
	Jl. Flamboyan II Rt.03/10, Mendal, Tebet, Jakarta Selatan, 12870, Jakarta Selatan, Jakarta Raya, Indonesia
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