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	Personal Details


Name 



: Nikita
Address 


: Muara Karang Blok B 4 T / 28

Phone / Mobile

: 021 6622352 / 08158863059 / 081298969268
E-mail



 : nick_ers16@yahoo.com 
Sex 



: Female

Place, Date of Birth 

: Jakarta, 16 July 1990

Nationality 


: Indonesia

Marital status 


: Single

Height, Weight

: 165 cm, 47 kg
	Educational Background


» Formal Education
2008 – 2012 
   : Getting my bachelor degree at Faculty of Communication Universitas  ......Tarumanagara, Majoring in Advertising, Jakarta.


     ( GPA : 3,89 out of 4,00 ) 
2005 – 2008 
   : Graduated from Permai High School, Jakarta.
» Non Formal Education
· English Course level basic until intermediate at English First, Jakarta
· Mandarin Course level basic until advance at Mandarin Expert, Jakarta
· Table Manner Course at J.W. Marriot Hotel
· Seminar “ The Power of Public Speaking ”
· Seminar “ Pengembangan Pola Pikir Untuk Masa Depan ”

· Seminar “ Iklan Politik sebagai Peluang Bisnis ”

	Working Experience


1. Staff Finance at GT Man Company
Period 

   : December 2012 – Present

Position 
   : Account Payable Staff (A/P) & Cashier
Job descriptions : 

• Process payment on time as schedule including checking the completeness of supporting documents, input journal transactions into the systems properly, giros/cheques preparation until getting done signatures from authorizers and distribute to suppliers

• Running a regular monthly payment ( phone bill, director's apartment electricity bill, director's phone bill, lemburan, meal allowance, toll and driver's cost )

• Prepare, create, and filling A/P vouchers

• Coordinate with A/R team to make weekly and monthly budget

• Make daily bank report to ensure that financial transactions are maintained in an effective, up to date, and accurate manner

• Negotiation and deal dollar rate with suppliers to find the best prices before make a payment

• Handling and manage petty cash for daily operational cost

• Doing general admin as assigned

• Purchase and control pantry stock and office stationery
2. 
Internship at Dresscode Magazine, Jakarta
Period 
    
   : July 2011 – August 2011

Position              : Account Executive

Job descriptions : 

·  Looking for new clients

·  Maintaining relationship with clients

·  Explaining about advertisement offer to clients by phone

·  Making proposals

·  Join the meeting with clients

·  Lobbying to promoted free sample of Dresscode Magz at Mall and Restaurant
·  Helped stylist division 
	Personal Skills


· Computer Literacy ( MS Office and Internet )
· Basic Adobe Photoshop CS3 
· Basic Photography
	Addition Information


As a motivated and hard worker person, I’m always willing to learn something new to dig more knowledge and take a challenges .
Sincerely,
  Nikita  
