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ABOUT ME 
I am a graduate of Polymer Chemical Engineering  at Polytechinic STMI Jakarta 2019. I have working 

experienced as an Admin Staff at PT Auto Jaya Tekno with work efficiency achievement until 50% using 

Limax Accounting Software.  

I am someone who respect the honesty, dicipline and target oriented by carrying out an effective planning 

in order to achieve targets in certain goals. 

 

CAPABILITY AND COMPETENCE 
• Microsoft Excel 

• Microsoft Word 

• Microsoft Power Point 

• Limax Accounting 

• Filling Doccuments 

• Good Communication 

• Detail Oriented 

• Target Oriented 

• Negotiation 

• Administration Skills 
 

WORK EXPERIENCE 
PT. AUTO JAYA TEKNO (BSD – South Tangerang) 

Admin Finance Staff (February 2020 - June 2020) 

• Make invoice, delivery note and tax invoice based on sales order. 

• Collect invoice documents to be sent to Customer. 

• Input receivable tax and payable tax into E-tax Application. 

• Archieve documents. 

• Manage schedule for sending invoices to Customers. 

 

Admin Cashier Staff (July 2020 - June 2021) 

• Serve Customer transactions. 

• Service Customers by telephone. 

• Make a daily reports of incoming money based on the type of transaction and input it into the 
Limax Accounting software. 

• Coordinate and be fully responsible for the finance departement. 

• Manage petty cash.  

• Input receivable and payable transaction via Limax Accounting software. 
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• Follow up invoice’s customer that are due date via email and phone. 

• Recapitulate monthly accounts receivable and outstanding reports. 

• Recapitulate monthly attendance report for employees. 

• Make monthly insentive report for Driver. 

• Make unit entry report. 

• Manage daily schedule for Driver. 
 

EDUCATION 
Polytechnic STMI Jakarta (2015 – 2019) 

D4 Polymer Chemical Engineering  – GPA 3.51 

 

Senior High School 15 Jakarta (2012 – 2015) 

Natural Science Major 

 

CONTACT REFERENCE 
Mrs. Anastasia Merry, HRD 

PT. Auto Jaya Tekno 

• +62 899 2832 096 | anastasiamerry1009@gmail.com 



 

 





 



 


