Curriculum Vitae

Meliza Palit
Kleak, Malalayang
Manado, Sulawesi Utara
Cell : 085340378899
E-mail Address : mlza_25@yahoo.com

Objective

Become a member of a professional team is a good career opportunity for me to utilize my ability and knowledge.
Personal Data


Name 


: Meliza Palit
Place / Date of Birth 
: Manado, March 25th 1983
Sex 


: Female

Nationality 

: Indonesian

Religion 

: Christian

Marital Status 

: Married
Language 

: Bahasa Indonesia, English

Ethnic 


: Manadonesse

Personnel Attributes 
: Communicative, cooperative, friendly, easy learning.
Formal Education


2001 – 2005 : S1 in Economics, Sam Ratulangi University Manado, Faculty of Economics, major in International Business Administration program

Job Experiences


1.
Company


: PT. Nusa Halmahera Mineral 

Position


: Fixed Plant Maintenance Planner 


Length of service

: 2 February 2010 – 30 April 2014

Responsible and report to 
: Maintenance Planner Supt.


Description of Job

:
· Ensure the accuracy of Plan Base Master Data dealing with SAP program
· Comply with all requirements of each applicable WMS task assignment. Assist/coach other roles to improve compliance with WMS.

· Establish, maintain and improve the maintenance planning business flow process

· Responsible for up-keep and accuracy of equipment maintenance history and job records database 

· Responsible for up-keep and accuracy of technical information on processes, plant and equipment 

· Ensure key performance indicators are captured and reported for equipment reliability, maintenance department performance and planning business flow process 

· Ensure time confirmation, SES and machine hour entries are done in timely manner. Ensure required reports distributed on time
· Analyze cost for Maintenance Weekly cost review and presentation. 
· Responsible as a Work Management System and SAP super user.

2.
Company


: PT. Nusa Halmahera Mineral 

Position


: Senior Clerk 


Length of service

: July 2008 – January 2010

Responsible and report to 
: Maintenance Manager

Description of Job

:

· 
Covering the work orders and daily timesheet - dealing with Mainpac
· Establish, maintain and improve the maintenance planning and scheduling   business flow process

· Responsible for up-keep and accuracy of equipment maintenance history and job records database 

· Responsible for up-keep and accuracy of technical information on processes, plant and equipment 

· Ensure key performance indicators are captured and reported for equipment reliability, maintenance department performance and planning and scheduling business flow process 

· Collaborate with maintenance supervision to schedule manpower and resources for the most effective production and maintenance outcomes 

· Responsible for all the administration process related to the jobs
3. 
Company


: PT. Nusa Halmahera Mineral – Halmahera 

Position


: Clerk of Maintenance Dept. 


Length of service

: July 2007 – June 2008

Responsible and report to 
: Maintenance Manager

Description of Job

:

· 
Covering the work orders and daily timesheet - dealing with Mainpac 

· Maintain the Key Performance Indicator at the good level

· Petty Cash Holder

· Responsible for Maint. Employees claim

· Responsible for Maint employees flight in and out

· Maintain office supplies and stationery

· Responsible for all the administration process related to the jobs

4.
Company


: PT. Meares Soputan Mining - Likupang




  
(Tokatindung Gold Project)

Position
: Admin Clerk (Government Community and Land Dept.)


Length of Service

:  July 2006 – July 2007


Responsible and report to
: GCL Manager


Job Description

:

· Petty Cash Holder

· Responsible for in and out of cash

· All reimbursement of cash

· Maintain, Control and responsible for purchasing the office supplies and stationary

· Handle all the incoming and outgoing calls for GCL dept.
· Organize all event for the company 

· Responsible for the incoming and outgoing documents

· Doing all the administration related to my job and section.

5. Company

: PT. Meares Soputan Mining - Likupang
Position

: Internship

Length of Service
: March 2005-Sept 2005
Job Description
:

· Responsible for the incoming and outgoing documents

· Responsible for the all incoming and outgoing calls
· Manage all the documents

6. Company

: PT Berkat Anugrah Perkasa - Balikpapan
         

Position

: Internship

Length of Service
: Feb 2005-March 2005
Job Description
: 

· Issued Purchase Order
· Record financial transaction 

7. Company

: PT. Bank Mandiri, TBK (Hub Manado)
Position

: Internship

Length of Service
: Apr 2003-June 2003
Job Description
:

· Marketing Dept:
· Tabulated data customers

· Conducted Mystery shopping

· Clearing and Other Services Dept: Data Entry
· Accounting Dept: Adjustment

· Human Resources: 

· Conduct recruitment

· Calculate employee timesheet
Strengths


· Proven Ability to work independently

· Committed, reliable and patience

· Willing to learn for self-capability improvements

· Capable to work in Team

· Fast learner

· Honest and trustworthy

· Familiar with most computer application program, such Microsoft Office (MS Word, Excel, Power Point), and able to operate Windows ’98,’00,’XP, SAP Asset Management and Cost Review.
Training


· Cost Budgeting Training – Bandung, April 2009 – QIP

· Yellow Belt Training – Gosowong, October 2010 – BE Dept

· Advance Program on Preventive and Maintenance Training – Bandung, September 2011 – QIP

· Conflict Management Training – Gosowong, March 2013 – Heno Soeroso

· Becoming Effective Supervisors – Gosowong, April 2013 – MDI 
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