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PERSONAL DATA  

Name


:
Juanita Koeswinaritha Bawolye
Mailing Address
:
Jl. Sagu No.3, RT02/RW10, Kel. Baranangsiang I, 
Bogor 16143, Jawa Barat, Indonesia
E-mail Address
:
jbawolye@yahoo.com
Phone Numbers
:
62-812-110-8335 (cell phone)
Place & Date of Birth
:
Sukabumi-Jawa Barat, 17 June 1967
Nationality

:
Indonesian
  
EDUCATION   

1985-1990

 
Sanata Dharma University, Yogyakarta, Indonesia – English Education (specialization in Literature – Novel) – BA equivalence (4 years of study) 
1998-1999

University of Canberra, Canberra, Australia – Adult Education – unfinished due to lack of fund
  
TRAINING / CONFERENCE  

2004

Leadership Course for Asian Women in Agricultural Research and Development, IRRI Headquarters, Los Banos, Philippines
1996


 
Conference on ”Issues in English Language Training: The Next 10 Years,” Lembaga Administrasi Negara and British Council, Nusa Dua, Bali
1995


 
A month training on  ”Teaching English for Business and Technology,” RELC, SEAMEO, Singapore
  
WORK EXPERIENCE  

June 2014 – present time

Part-time Translator
Bogor Agricultural University, Bogor, Indonesia
Work Description
:

Translating Indonesian articles to be put in the official website (www.ipb.ac.id).
Translating English articles or books to Indonesian and vice versa for government offices, private companies and individuals.
April 2014 – July 2014

Assistant Manager I, as the Emergency Staff (4 months)
International Rice Research Institute (IRRI Indonesia Office, Bogor
Work Description
:
· Liaise with Training Center and/or IRRI Los Banos offices, Indonesian institutions regarding trainees and participants to meetings/conferences/ workshops, and site visits. 
· Provide secretarial matters.
· Handle the montly financial report to IRRI Los Banos. 
Reason for leaving
:

Expiration of working as the emergency staff.
Jan 2007 – March 2014
Staff, PT Bogor Life Science and Technology, Bogor, Indonesia
Work Description
:

· Provide secretarial support.
· Handle the filing system (Letter-In and Letter-Out). 
Reason for leaving
:

Expiration of working contract.
Jan 2002 – Dec 2006
 
Executive Secretary, International Rice Research Institute (IRRI) Indonesia Office, Bogor, Indonesia
Work Description
:

· Provide secretarial support to the IRRI Representative and IRRI Indonesia Office (IRINDO) Staff  [draft letters, faxes and email messages in English or Indonesian version; arrange transport, travel requirement, and appointments for IRRI Representative; translate any documents required from English to Indonesia, vice versa; translate some Rice Knowledge Bank fact sheets as requested by IRRI Representative; and finalize semi-annual reports (checking the English words and grammar of the reports, photocopying, binding and distributing)]. 

· Provide secretarial assistance to IRRI Headquarters in Los Banos-Philippines (IRRI LB) staff, consultants, and visitors from other sister institutions visiting Indonesia; arrange transportation, accommodations, and appointments.
· Liaise with Training Center and/or IRRI Los Banos offices, Indonesian institutions regarding trainees and participants to meetings/conferences/ workshops, and site visits 

· Provide secretarial/administrative support in facilitating all necessary arrangements for IAARD (Indonesian Host Institute) - IRRI collaborative meetings/workshops and other IRRI-sponsored activities held in Indonesia.
· Handle the filing system and personnel concerns of IRINDO staff. 

· Perform other functions as may be required from time to time by IRRI Representative and other IRINDO customers (prepare letters of invitation for visa processing of the visitors from countries outside ASEAN countries coming to Indonesia, monitor the visa processing status in order to be received by concerned visitors on time, and inform the visitors concerned when the visa processing has been completed).  

· Handle Petty Cash administration.
Reason for leaving
:
Expiration of working contract

Nature of business of IRRI Indonesia Office
:

Disseminating rice research results to Indonesian research institutions and communities as well as liaising with research institutions in Indonesia, primarily in agricultural sector 
Jan 2000 – Jan 2002
 
Freelance Translator, Bogor, Indonesia (self-employed)
Work Description
:

Translating English articles or books to Indonesian and vice versa for government offices, private companies and individuals.
Mar 1998 – Dec 1999
 
Freelance Private Tutor for Australian National University (ANU) students studying Indonesian language, Canberra, Australia (self-employed) 
Work Description
:                     
Guiding Australian students studying Indonesian language at the Australian National University     
Reason for leaving
:

Returning home to Indonesia
Jul 1992 – Feb 1998
 
Academic Division Staff, MMA Study Program, Bogor Agricultural University, Bogor, Indonesia
Work Description
:

Taking care administrative academic affairs for Master degree students at Bogor Agricultural University (IPB) and teaching English Language to the students at Matriculation Period
Reason for leaving
:

Continuing my study for Master degree at University of Canberra, but unfortunately I should stop in the mid of study and return home to Indonesia due to shortage of funds as Indonesia faced the economic and political crises in 1998/99

Nature of business of MMA Study Program
:

Study Program for Master degree students majoring in Agribusiness 
Oct 1991 – Jun 1992
 
Translator, PT Ria Print Santosa, Jakarta, Indonesia
Work Description
: 

Translating and paraphrasing English articles to Indonesian to be published in Indonesian magazines
Reason for leaving
:

After being robbed by some burglars, I wanted to be far away from the location as soon as possible 
Nature of business of PT Ria Print Santosa
:

Publishing company of some entertainment magazines (RIAS, MAHKOTA)
Jun 1990 – Sep 1991
 
English Teacher, Victoria English Course, Tangerang, Indonesia
Work Description
: 

Teaching English to all levels of students (from kindergarten to university students)
Reason for leaving
:

After experiencing some teaching, I would like to experience more varieties of the working world, but if possible those works should still be related to English language and education matters

Nature of business of Victoria English Course
:

School providing English Language learning for students from kindergarten to university levels
COMPUTER SKILLS  

· Word processing (advanced)

· Power Point (good)

· Spreadsheets
(Excel) (good)


· Internet  (advanced) 
ENGLISH LANGUAGE PROFICIENCY  

Institutional TOEFL



: 587 (total score) (carried out in 1995)
Listening Comprehension


: 61





Structure & Written Expression

: 58
Reading Comprehension & Vocabulary
: 57

IELTS


: 7.0 (overall band) (carried out in 1997)
Listening

: 7.0



Reading

: 7.0
Writing

: 6



Speaking

: 7
  
PUBLISHED WORK  

2004: Translating J. Donald Walters’s Money Magnetism into Indonesian, published by     PT. Gramedia Pustaka Utama, Jakarta, Indonesia. (GM 204 04.009).
Bogor, 28 June 2018

Juanita K. Bawolye
CURRICULUM VITAE
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