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CINDY NOVIYANTI EVERINA
Jl. Kavling Blok A5 No.14
Kel. Tugu Utara Kec. Koja

Jakarta – 14260

Email: cindypardede@yahoo.com
Mobile: 0818 682 770
 0857 1800 4348

  

  Personal Information  

· Place and Date of Birth
: Jakarta, 16 November 1978
· Marital Status

: Married
· Nationality


: Indonesian

· Hobbies


: Traveling, Swimming and Singing
· Religion


: Christian 
  
  Professional Experiences 

PT JIENENG INDONESIA ELECRIC POWER ENGINEERING - Jakarta
Accounting and Administration       



                  January 2012 – At present

· Welcome/receive visitors relating to work

· Handling incoming and outgoing calls
· Making correspondence in Bahasa or English
· Translate documents from Bahasa - English
· Travel, hotel and meeting arrangements
· Schedule meeting/training if any
· Maintain the general filling systems and file all corespondece
· Monitor Needs households and office stationery

· Monitors validation status of all visa ( extention working visa/visa on arrival)
· Prepare & Pay DPKK,Extention VOA/KITAS/Working Visa/IMTA to agency 

· Maintain communications with client
· Issuing invoice & receipt for vendor and customers 
· Invoice & payment arrangement
· Maintain Petty cash

· Make the driver’s work schedule
· Count and a recapitulation, overtime, employee incentives

· Perform data entry and calculating absenteeism
· Pay employees' salaries every month
· Preparing Tax payment every month( Tax art 23,Tax art 21,Final & VAT)

· Prepare daily journal to GL System (Accurate)  &  Bank Reconciliation

BUT DONGFANG ELECTRIC COOPERATION
Accounting and Tax         



                 January 2009 – September 2011
· Handling incoming and outgoing calls
· Maintain the general filing system and file all correspondence
· Monitor office stationery
· welcome/receive visitors relating to work
· Maintain communications with client

· Schedule meeting/training if any
· Work with team for any tender project
· Translate documents from Bahasa - English
· Making correspondence in English and or Bahasa
· Hotel, travel and meeting arrangements
· Issuing invoice & receipt for vendor and customers 
· Invoice & payment arrangement
· Maintain Petty cash

· Make the driver’s work schedule
· Preparing Tax payment every month ( Tax art 23,Tax art 21, Final & VAT)

· Input Journal to GL System & Reconciliation

· Checking monthly tax report from counsaltant
YAMAHA “Nuansa Music School “
Accounting Staff         



            October 2007 – December 2008
· Checking monthly report 
· Bank reconciliation
· Stock opname into several branches
· Doing / checking payment from students
· Data Entry
· Reschedule the payment to students
· Payroll
Administration
            January 2007 –  September 2007
· Received and documented any complaints with information passed to responsible managers
· Answering general queries by telephone,postor in person
· Operating the company’s computerized booking system
· Obtaining information from the computer
· Maintaining records,filling systems  and computer files
· Photocopying documents
· Ordering stationery
· Arrange client’s contact schedule
· Cashier
· To make routine calls to all students based on the schedule 
· To submit a daily report based upon the telephone calls made and distribute it to all related teacher to get a feed back of all incoming complaints on the particular day. The report shall be submitted at the end of the day
· Submit a monthly report to Directors and all related teachers
KAP EDDY KASLIM
Tax Staff

            



                  March 2006 – December 2006
· Liaise with operations and administration contract
· Build relationship with competitor and other stake holder
· Collecting tax invoice
· Classified tax invoice based on company( foreign or local)
· Input tax invoice to program tax
· Make monthly VAT Tax form include SSP
· Immediately made rectification
· Answer any questions and complaints clients
TALENTA ENGLISH COURSE




       

Teacher for Elementary                                                                              March 2001 – July 2002
· Teaching English
· Managing Classroom
· Planning,preparing,and delivering lessons to  varied range of classes and age groups
· Preparing and settings tests,examinations papers,exercises, individual and group assignment
· Making all oral and written works of students
· Writing and producing new material appropriate with theclassroom,including audio and visual resources
· Organizing and getting involved in a speech contest
· Answering any question and complaints  

· Motivate students to maximum performance by encouraging a positive and energetic environment


  Education

Formal Education
· Universitas Kristen Indonesia






     1997 – 2005
Economic majoring Management (GPA 2,79)

· SMUN 75, North Jakarta







     1994 – 1997
Non Formal Education

· Lembaga Indonesia Amerika (LIA)






     1999 - 2001
English Course (Basic – Advanced Level)
  S k i l l s
· English, both written and oral

· Microsoft Office (Word, Excel, Power Point, Access), Internet

· Have an interest in helping people

· Like working as part of a team 
· Polite and honest
· Can handlecomplaints in a calm manner

· Quick learner
