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RYSLI RUSDIANA
Personal Information

Place & Date of Birth
: Sukabumi, December 31st , 1983

Address


: Jl. Suka Wira Dharma no.3. (Jl Bundo Kanduang), Labuh Baru Barat. Pekanbaru



   HP. 0813-723-100-17

E-mail


: ryslirusdiana@gmail.com
Gender


: Female

Religion


: Islam

Nationality

: Indonesia

Marital Status

: Married
GPA


: 3.34 

Hobbies


: Internet and swimming

Languages

: Indonesia and having a good command in English ( both oral & written )

Skill


: -       Microsoft Office ( Word , Excel & Power Point )

· Microsoft SPSS (Statistic Program)

· MYOB Premier v.6 (Accounting program)

· Oracle Finance System

· Internet 

Educational Background

2001 – 2005 (September) Islamic University of Indonesia,Yogyakarta,Indonesia. Faculty of Economics , Department   of Management, certified

1998 – 2001 
SMU Negeri 1 Batam, certified

1995 - 1998 
SMP Negeri 4 Batam, certified

1989 – 1995 
SD Kartini II, Batam, certified

Activities and Course 
2003 School of Management and Public Relation & Santika Hotel Jogjakarta , Table Manner Course , certified

2004 Academic Laboratorium , Islamic University of Indonesia , Economic Faculty , SPSS (Stastistica) Aplication , certified

2005 Smile Group Education Institution , Structure and Grammar Course, certified

2005      Smile Group Education Institution , English for Office

        Communication , certified
2006 Widya Padma Informatika Education Centre , Microsoft Office XP Course , 
      

certified
Organizational Experiences

2002
           
Management Makrab year 2002  , Guide staff
2003-2004 Member of Management Community, Faculty of Economics,Islamic University of Indonesia , Administration Staff
2004

Crew of event Peace Weekend Style In Campus

2004

Crew Promotor and Event Organizer Business Talk Show 

2004

Committee of Economics Research Workshop Methodology

Working Experience

2003-2004     PT AMWAY (Multi Level Marketing Company)

Member/marketing 

October 2005-December 2005     ANGGRAINI CAKE HOUSE  (Home Indutry)

Freelancer as a Guest Service (in many Events such as on Pemko’s event , DPRD’s event , Government’s event , Sumatera Expo)   

January 1st 2006-October 2nd 2006  

PT ASURANSI SINAR MAS
(Loss & Asset Insurance - Service Company)

Jln Raden Patah.Komp Naga Sakti No.2 – Batam Island

Finance Staff  , with job description such as : 

1. Prepare the daily and monthly invoice to corporate company also bank and finacial company (A/R)

2. Collecting the premium payment administration for the direct / corporate / multifinance / bank policy

3. Checking the income premium from the cooperate banks by monthly account

4. Filling document and all the things that related with customer policy

5. Registering the new policy

6. Prepare the 1st ,2nd remind letter and cancellation letter to the Insurance policy holder

7. Cooperate with Marketing and another department to solve the problem related to the policy holder

8. Handling the dispatching of claim payment administration by coordinate with Central officer (ASM Jakarta)
October 4th 2006 – June 3rd 2007 

PT DWI SUMBER ARCA WAJA (Manufacturers of Large Steel Pipes and Structural Tubulars – ISO 9001-API 2B & 5L)

Kabil Industrial Estate -  Batam Island 

Accounting Clerk , with job description such as :

1. Prepare the payment for local suppliers and abroad (Account Payable / AP) from checking invoice , supporting docs (such as Purchase Order , Delivery Order & General Receiving Note) until preparing cheque and release to suppliers
2. Prepare the payment for operational expenses related to the company importance (back office/workshop) , include jamsostek , payroll and taxes
3. Update the Account Receivable data (A/R) weekly which need to be reported to Batam Office Management and Singapore Representative Office 
4. Handling all matter which related to banking transaction (Rupiah and foreign currencies) 
5. Update monthly data for Loan Employees
6. Preparing the monthly budget for payment to be sent periodicly by Spore Representative Office
7. Input the data according to the receivable/payment voucher in transaction journal by using MYOB program
8. Reconcile bank data monthly in order to fulfill the Monthly,Yearly and Audit Management Report importance
9. Cooperate with Singapore Representative Office to prepare  foreign currencies suppliers payment and another problem solving
10. Filling the document related to banking , legal , AP and AR
11. Cooperate with Purchasing and Store departement as  team work to solve the problem 

June 11th 2007 – August 12th 2012
PT SURYASARANA HIDUPJAYA (Authorized Distributor of Lincoln Electric for Indonesia)
Kabil Industrial Estate -  Batam Island
· Junior Accountant (June 11th 2007 – June 30th 2009)

-
Promotion to Account Executive on July 1st 2009
with Job Description such as :
1. Posting all  finance transaction to Oracle Application 
2. Handling Office Operational & Controlling Office Petty Cash

3. Prepare and issuing Purchase Order and communicate with supplier (as Purchasing Non-Material)
4. Prepare Weekly & Monthly cash flow Projection (Budgeting) & Overhead Cost
5. Responsible in AP & AR Matter
September 3rd 2012 – September 2nd  2014

PT AT OCEANIC OFFSHORE  - Pekanbaru Branch Office (One of the largest rigging gear suppliers in Batam)

Note : This company is one group/subsidiary with PT SURYASARANA HIDUPJAYA, Main Office : Kabil Industrial Estate -  Batam Island
 Accounting Assistant, with job description such as :

1. Posting all  finance transaction to Oracle Application 

2. Handling Office Operational & Controlling Office Petty Cash

3. Prepare and issuing Purchase Order and communicate with supplier (as Purchasing Non-Material)

4. Prepare Weekly & Monthly cash flow Projection (Budgeting) & Overhead Cost

5. Responsible in AP & AR Matter

6. General Affair Assistant
