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CURICULUM VITAE
PERSONAL DETAIL

Name
ANDHIKA KURNIAWATI
Place, Date of Birth
Semarang, December 03rd, 1980 
Sex
Female

Religion
Islam

Marital Status
Single
Address
Jl. Martadinata No. 50 Pangkalpinang Bangka Belitung
Recent Address
Jl. Mampang Prapatan 4. Gang Kelurahan No 32 Jakarta Selatan
Citizenship
Indonesia

Mobile No.
0812.28632.312
Email 
celine3az@gmail.com
EDUCATION

2004 – 2008
IKIP PGRI Semarang
Bachelor Degree in English Department 

GPA  3.80/4.0
1998 – 1999
LP3I Bandung

Majoring in Public Relations


GPA  3.35/4.0
1995 – 1998

SMAN I Ungaran Semarang
JOB EXPERIENCES

USAID CEGAH

July 2016 – Present
Admin Assistant
Responsible to handle and manage administration and General Affair jobs in the office such as Procurement, Travel Arrangement, meeting arrangement and Reports.
Ensure the arrangement has been done as planned and running smoothly.
PT. Agro Harapan Lestari (Goodhope Holdings / PMA Srilanka)
2014 – July 2016
HR Assistant Administration

Responsible to managing travel arrangement throughout the company to the plantations. Providing traveling requirements such as tickets, transportation and accommodation and ensuring the arrangement has been done smoothly from the origin to the destination due to the plantations are in remote location and also arranging local arrangement with the plantations. Managing monthly reports and database such as Travel Desk report, Invoice report, Refund report, Hotel database, travel database etc. Arranging and managing good relationship with vendors especially hotels and travel agents.
PT. Garuda Indonesia (Persero),Tbk BO Pangkalpinang 
2013 – 2014

Supervisor Ticketing

Responsible to managing operational activities in Ticketing Office and Airport Office 
e.q. controlling daily sales, making daily sales summary, handling technical problem and complain about issuing tickets.
2012 – 2013

Marketing Database  


Responsible to managing sales data, making daily Seat Load Factor report, analyzing daily Booking Load Factor, doing administration job for Marketing & Sales Department e.q. making GA INFO  to sub agents and organizing company’s events ( Agent Gathering, Internal Gathering, Workshop) such as finding the location, dealing the rate, managing the team and doing the evaluation . Maintaining network and relationship with sub agents.
2011 – 2012

Secretary for General Manager 

Responsible to managing and arranging  meetings and appointments. Handling administration job, filing and achieving documents, arranging ticket, hotel and accomodation for duty trip, managing good relationship with business partners   
Universitas Bangka Belitung 

2011
(6 Months)
UPT Bahasa Staff

Responsible to managing administration e.q. daily report of , filling documents and handling English Lab for scholars.
 EASY SPEAK Semarang (English Course)
2009 – 2010 

EPD Staff




Taught the clients of EASY SPEAK and making daily progress reports of the clients .
IKIP PGRI Semarang

2008 – 2009

An Intern in English Department

Taught 3 lectures in the First and Fifth Semesters e.q. Reading Comprehension 1-2, Grammar 1.
FUTUREKIDS LPKT Gramedia Tangerang

2000 


Customer Service Officer




Handling the clients  and making financial reports e.q daily sales summary 
TRAINING & SEMINAR  




2007
One Day Seminar on the Implementation of Teaching Text Types (Genres) in the Classroom Activities, IKIP PGRI Semarang
2010                         A Ten-Week Online Teacher Training Course in : Building Teaching Skills Through   The Interactive Web , American English Institute, University of Oregon 

2011


Service Attitude for Frontliners, PT Garuda Indonesia (Persero), Tbk, Jakarta

2012


SAP (System Application Product) MM for HO – BO, 

PT Garuda Indonesia (Persero), Tbk, Jakarta

2012


Basic Fares & Ticketing, PT Garuda Indonesia (Persero), Tbk, Jakarta
2013                            Sosialisasi Haji & Umroh, PT Garuda Indonesia (Persero), Tbk, Jakarta

2013


ALTEA System for Amadeus, PT Garuda Indonesia (Persero), Tbk , Jakarta 
2013                            Skyteam Awareness Day, PT Garuda Indonesia (Persero), Tbk, Jakarta

HONORS 

 ●
Best Employee 2013, PT Garuda Indonesia (Persero), Tbk BO Pangkalpinang 

●
Outstanding Scholar of English Department, IKIP PGRI Semarang

●
PPA Scholarship for 2 years, IKIP PGRI Semarang. 
●
Outstanding Scholar of Public Relations Department, LP3I Bandung
All above statements are actually created based on my educational record and actual experiences.   

Sincerely yours, 
Andhika Kurniawati
