Puspita Kumalasari/Mary Kadarusman

Summary of Professional Experience, Qualifications,  Skills and Personal Attributes 

Employment History:

2002 until at present
:
English and Indonesian Tutor, and Math Tutor for 





Elementary

1998 – 2002

:
High School Registrar - Jakarta International School

1995 – 1998                :
High School College Placement Secretary and Assistant – Jakarta International School
1992 – 1995

:
Marketing Assistant - SOS Medika, Jakarta
1989 – 1992

:
Assistant in Day Care Center, Hawaii, USA

1985 – 1989

:
Indonesia Mission President’s Companion, Jakarta
1979 – 1985

:
Translator and Reviewer, and private tutor, Jakarta
1975 – 1979
:
Consultant Secretary - ILO (International Labor Organization), Malang

Educational Qualifications:

Bachelor of Arts - ABA Malang  

Teaching Training

Computer knowledge

In-service training

Organizational skills

Previous Experience: Key Roles and Responsibilities

As Tutor
· Teach English to Elementary, Secondary students, and school teachers - private and in groups. 
· Teach Indonesian to Expats and international students.
· Supervise teachers and part-timers
· Train teachers and part-timers
· Hold parents meeting and activities at least four (4) times a year.
As Registrar

· Do placement testing for new candidates and manage for the new students acceptance and rejection.

· Prepare for the graduates and withdrawals documentations

· Act as a bridge between parents and the school

· Do general paper work

· Write weekly and annual reports
· Arrange new parents meeting with the counselors

· Help school counselors and teachers with data, and documents

As College Placement Secretary and Assistant:
· Help students in choosing career course

· Prepare document needed for university/ies

· Help to arrange semi and yearly goals

· Build a college library

· Help to interview students in preparing to enroll in university/ies abroad

· Send letters to obtain university/ies catalogs

· Type and help to prepare school recommendations

· Arrange for SATs and TOEFLs testing

· Organize meeting and prepare snacks and lunches for international college reps

As Marketing Assistant

· Involve in selling products

· Meet and deal with high ranking people in the company

· Do customer service and relations

· Receive complaints

· Daily office responsibilities
· Write reports

As Mission President’s Companion

· Responsible for the welfare of about 100 missionaries

· Train and teach leaders in Indonesia

· Train and teach new missionaries

· Take care of lady missionaries

· Teach hygiene

· Organize meetings with leaders and their spouses

· Meet and give counsel to missionaries, if there is a need

· Write bulletin 

· As a bridge between parents and their children

As a Translator and Reviewer

Translate and review mostly legal documents, bank reports, economics, advertisements, bulletin and religion materials and magazines.

As a secretary

· Do daily secretarial work
· Type and prepare all teaching materials for the Expats

· Make appointments

· Translate some teaching materials, if there is a need.

Additional Calling and Positions:

1975 – at present
:
English and Indonesia Tutor

1975 – at present
:
Church Translator and Reviewer

2004 – at present
:
Relief Society Branch Education Counselor

2001 – 2003

:
Relief Society District Education Counselor


1995 – 2003

:
Relief Society Branch President

1992 – 1995

:
Relief Society District Homemaking Counselor

1995 – at present
:
Branch Marriage/Family Relationship, and Teaching Training Teacher
Additional Occupations:

· Train and teach leaders in women’s organization

· Chair meetings

· Arrange and carry out workshops

· Arrange schedule and weekly and annually lesson
· Teach  Family Relation, Temple Preparation, Gospel Essentials Class

· Teach Teacher Training class

· Attend Welfare meetings

Other Skills:

Proficient with computer. Easy to work with colleagues, parents and students.
