	CURRICULUM VITAE

	
	
	
	
	
	

	A.
	PERSONAL INFORMATION
	
	

	
	
	
	
	
	

	
	Name
	:
	Widya Novita
	
	

	
	Place/ Date of Birth
	:
	Jakarta, 20 November 1979
	

	
	Sex
	:
	Female
	
	

	
	Home Address
	:
	Jl. Kerinci P-50 No. 43, Perum. Budi Indah, Tangerang 15122

	
	Marital Status
	:
	Single
	
	

	
	Citizenship
	:
	Indonesian
	
	

	
	Religion
	:
	Catholic
	
	

	
	Home Phone No.
	:
	021-54369294
	
	

	
	Cell Phone No.
	:
	0813 18339907
	
	

	
	E-mail Address
	:
	wnovita@gmail.com
	

	
	
	
	
	
	

	
	
	
	
	
	

	B.
	EDUCATIONAL BACKGROUND
	
	

	
	
	
	
	
	

	B.1.
	Formal Education
	
	
	
	

	
	
	
	
	
	

	
	Year
	Education
	Institution
	Major

	
	1998 - 2003
	 
	University
	Bina Nusantara University
	Accounting & Information System

	
	1995 - 1998
	 
	High School
	SMU Bunda Hati Kudus
	-

	
	
	
	
	
	

	B.2.
	Non Formal Education
	
	
	

	
	
	
	
	
	

	
	Year
	Education
	Institution
	Major

	
	2005
	 
	2 Day Training
	Lembaga Manajemen Formasi
	Taxation

	
	1995  1998
	 
	Course
	LIA English Course
	General English

	
	
	
	
	
	

	
	
	
	
	
	

	C.
	WORKING EXPERIENCE
	
	

	
	
	
	
	
	

	
	April 2007 - Present
	
	
	
	

	
	
	
	
	
	

	
	Company Name
	:
	PT. Bank Danamon Indonesia, Tbk.
	

	
	Type of Business
	:
	Banking and Financial Institution
	

	
	Job Title
	:
	Procurement Analyst Staff
	

	
	Department
	:
	Finance/ Procurement
	

	
	
	
	
	
	

	
	Job Description
	
	
	
	

	-
	Generating the Procurement Monthly Report which summarize the department's activities and transactions.

	-
	Analyzing transactions behavior to give a clear picture about the condition and performance of the department as

	-
	a base for decision making toward development and improvement.
	

	-
	Reviewing SOP for new applications and or policies (rules) which will be implemented.

	-
	Making e-mail blasts to broadcast news containing updates or new policies in the department

	-
	Maintaining the documents uploaded to the department's portal
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	November 2005 - April 2007
	
	

	
	
	
	
	
	

	
	Company Name
	:
	PT. Primacipta Megah Jaya
	

	
	Type of Business
	:
	Trading - Handling Equipments
	

	
	Job Title
	:
	Accounting Supervisor
	

	
	Department
	:
	Finance/ Accounting
	

	
	
	
	
	
	

	
	Job Description
	:
	
	
	

	-
	Monitoring daily cash transactions by making records of every payment made to suppliers or other entities

	
	and every payment received from customers or other entities.
	

	-
	Monitoring the mutation of inventory by generating Inventory Mutation Report every month which includes the 

	
	calculation of total purchase, transportation expenses and COGS.
	

	-
	Generating Account Payable Payment Reports every month
	

	-
	Generating Account Receivable Payment Reports every month
	

	-
	Generating Sales Report every month
	
	

	-
	Calculating the depreciation of fixed assets
	
	

	-
	Making journal entries to record cash or non cash transactions
	

	-
	Calculating the total of Sales, Operating and Administration expenses every month

	-
	Filing finance and accounting documents
	
	

	-
	Collecting, recording and filing all tax documents involved in business transactions.

	-
	Making any necessary recapitulations to support book keeping
	

	-
	Generating the Financial Statements which include : the Revenue Statements and Balance Sheet Statements

	
	
	
	
	
	

	
	
	
	
	
	

	
	April 2005 - November 2005
	
	

	
	
	
	
	
	

	
	Company Name
	:
	PT. Argo Pantes, Tbk.
	

	
	Type of Business
	:
	Manufacturing - Textiles
	

	
	Job Title
	:
	Secretary to the Director
	

	
	Department
	:
	Corporate Finance
	
	

	
	
	
	
	
	

	
	Job Description
	:
	
	
	

	-
	File keeping.
	
	
	
	

	-
	Collecting, printing and checking Reports sent by various departments for the Director.

	-
	Arranging meeting schedules.
	
	

	-
	Making official letters.
	
	
	

	-
	Reviewing agreements.
	
	
	

	-
	Send and receive official letters and other documents to and from banks.
	

	-
	Making schedules of bank loan payments.
	
	

	-
	Collecting any necessary documents for the importance of corporate matters from any business unit.

	
	
	
	
	
	

	
	October 2003 - April 2005
	
	

	
	
	
	
	
	

	
	Company Name
	:
	PT. Indonesian Republic Motor Company
	

	
	Type of Business
	:
	Trading - Automobile
	

	
	Job Title
	:
	Accounting Staff
	
	

	
	Department
	:
	Finance/ Accounting
	

	
	
	
	
	
	

	
	Job Description
	:
	
	
	

	-
	Tax Reporting (PPN, PPh 21, PPh 23, PPh 25)
	

	-
	Issuing, sending, collecting and filing Tax Invoices 
	

	-
	Keeping files of tax documents.
	
	


