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Jl. Jemur Andayani XXII No.10

Surabaya 60236

PASURUAN

Pasuruan
Email : diana_septiary@yahoo.com
Perumahan Pondok Sejati Indah Blok IV No. 10

Jl. Panglima Sudirman

	OBJECTIVE
	Looking   for a job    which is providing challenges and responsibility so that I can make use of all my own experienced, training and ability, as well as providing opportunity for career development and improvment.

	
	

	PERSON 

QUALIFICATION
	An autodidac person, patient but persistance, quiet, good listener, always think out of  box, and prudence

	
	

	EDUCATION
	1990 – 1996    Institut Teknologi Nasional Malang 

	
	                        Industrial Engineering Management and Technology

	
	                        With GPA : 2,6 

	
	1987 – 1990    Sekolah Menengah Atas Negeri V Denpasar

	
	1984 – 1987    Sekolah Menengah Pertama Negeri IX Denpasar

	
	1978 – 1984    Sekolah Dasar Katolik Swastiastu Denpasar

	
	

	SKILL
	Office Administration :

1. Office Management

2. Record Management

3. Database administration

4. Report and document preparation

5. Correspondences, drafts memos/letters as appropriate, typing and filling

Planning and Managemnt Skill :

1. Drafting bugting system

2. Bookeeping and financial report

3. Financial report and analyze and it interpretation

4. Drafting manual of working standard and procedure 

5. Drafting manuals of  job standard and performance analyze

6. Drafting manual of auditing standard paper work and report
7. Planning and implementing operational audit and it report
Human Resources Management : 

1. Teambuilding and supervision

2. Staff development and training

3. Drafting job specification

4. Drafting job decriptions and identifying core competencies required for the position

5. Drafting Job performance analysis, evaluation, reward and punishment implementation

Computer and Information Management System :

1. System analyst and database design for software development program by analysing requirement, constructing workflow chart and diagrams, studying system capabilities, writing specification with rational rose

2. Design of report system and authorisation for software development

3. Determine operational objective by studying business functions, gathering information, evaluating output requirement and formats.

4. Website design and development with Joomla, Wordpress and Blogspot

5. Using CorelDraw, Photoshop, Microsoft Word, Microsot excel, Power Point, dan Visio and MS Project

6. Using Internet, search engine, dan sosial network such as facebook and twitter

Industrial Engineering:

1. Production Planning, Monitoring, Reporting and Evaluating

2. Warehousing system

3. Production Cost Monitoring, Controlling, Reporting and Evaluating

4. Quality Control System 

5. Management Improvement System seperti : TQM, SixSigma, ISO 2000, ABC System

6. ERP – Enterprise Resources Planning Design and Implemetation

	
	

	WORK EXPERINCE
	1994 – 1996    In Laboratory of Statistic and Computer Simulation                            

                        Institut Teknologi Nasional 

                        Jl. Bendungan Sigura-Gura 

                        Malang 

	
	Asisten Dosen Mata Kuliah Simulasi Komputer

	
	· As lecturer assistant major in computer simulation 

· As guardian at computer simulation test

	
	

	
	1996 – 1996    Sewu New York Life Insurance                            

                        JL. Embong Trengguli No.102

                        Surabaya

	
	Sales Executive Assistant

	
	· As sales administration and manage customer’s data 

· Provide sales information to customer

	
	

	
	1996 – 2000    Husni Mucharam dan Rasidi Registered Public

                        Accountant Firm
                        Jl. Siwalankerto Selatan I No 20

                        Surabaya 60236

	
	As a Project Documentator

	
	· Collect project Data
· Project data administration, filling and documentation

	
	Senior Auditor Assistant

	
	· Collect and analyze project data, audit obedience of operational management, adjust financial   transaction from journal into balance mutation, from book keeping until it become balance sheet report and profit/loss statement

· As team member of external auditor

· Administration of audit report result, filling and documentation


	
	Management Consultant Assistant

	
	· Collect and analyze project data, give recommendation based on field data analyzes result to consultant, arrange and filling analyzes result as a consideration principle for management consultant in compiling inputs of management improvement for client company

· Administraction project report, filling and documentation

	
	Operasional Manager 

	
	· Manage human resources and general affairs.
· Preparing office operational supply plan.
· Manage project resources, project plan, project scheduling, project monitoring and reporting, 
· Preparing office and project financial report, manage office and project administration.

	
	

	
	2000 – 2002    PT. Adi Citra Teknologi Semesta 

                        Graha Pena

                        Jl. Achmad Yani No. 88, Lt 14 Ruang 1402

                        Surabaya

	
	Junior Bussines Process Consultant Manager

	
	· Manage project resorces, project plan, project scheduling, project monitoring and reporting

· Preparing project proposal, Arrange project financial report

· Review client bussines process design and provide guidance to the every person in  project team, Conduct and coordinate meeting and discussing the project implementation with client

· Preparing office operational supply plan, manage human resources and general affairs.

	
	

	
	2003 – 2006    Wayan Sadha Registered Public Accountant Firm

                        Jl. Pucang Anom Timur III No 35

                        Surabaya

	
	Senior Consultant

	
	· Find out and comprehend the project scope as a principle for project proposal making

· Consultant for management and human resources planning area

· External Auditor team member for management operational audit

	
	Operational Manager

	
	· Manage human resources and general affairs
· Preparing office operational supply plan.
· Manage project resources, project plan, project scheduling, project monitoring and reporting, 
· Preparing office and project financial report, Manage office and project administration.

	
	

	
	2007 – 2008    PT. Multi Group 

                        Jl. Pahlawan No. 128

                        Surabaya

	
	Internal Auditor

	
	· Audit financial and operational of surabaya representative office

· Represent duty of operational coordinator if the authority do not do the duty due to an obstacle

	
	2009 – 2011    PT. Trisula Group 

                                     Jl. Songoyudan 107

                                     Surabaya

	
	Assistant Director

	
	· Analyze, and represent the summarize of operational data for the director

	HOBBY
	Reading, listening to music and sewing
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