CURRICULUM VITAE

Name


: Ritha Wirawati



Nick Name

: Ita

Place/Date of Birth
: Surabaya, 29 April 1969

Address

: Jl. Pacar Keling 8/31, Surabaya
Current Address
: Jl. Teluk Sampit 14, Surabaya
Contact Number 
:  031-3291059/081703990077
Background of Education

Graduated from English Department of  Widya Mandala University, Surabaya 

(S1 degree)

Working Experiences

· Personal Assistant to a member of Indonesia House of Representative

( November 2004-August 2009)

Assist anything required and needed, such as make an appointment, make a report on every meeting attended, translate article/ book/ clipping, etc mostly related to law, human right and rule( since the member of Indonesia House of Representative was in The Commission of Law, Human Right and Rule )
· Secretary to Commercial Advisors in PT. Pelayaran Meratus – Surabaya-Indonesia ( October 2000-May 2001 )

Do the administration and secretarial duties ( correspondence, filling,  
making report, etc)

· Assistant to The General Manager in Finna Golf & Country Club Resort, Pasuruan-Indonesia (  March 1999- December 2000 )

Do the administration and secretarial duties, to be the supervisor in charge while The GM is off / on leave / not in and report anything to the GM,  take minute in Department Head Meeting and make a report on the progression of the outstanding jobs of each Manager discussed in the meeting, handling guest complaint, etc.

· Secretary to Assoc. Director of Business Development in Hyatt Regency Surabaya-Indonesia ( March 1997 –  February 1999)

Do the administration and secretarial duties concerning the operational in Sales Marketing (make a report and update data of Travel Agent Agreement, guest report, etc)

· Secretary to Director PT. BHIRA DHARMA CORP., Surabaya-Indonesia
( May 1996 -January 1997 )


Do  administration and secretarial duties

· Secretary to Director in PT. SUMAMEJA FARCON, Surabaya-Indonesia 

( January 19094 - January 1995 )


Do  administration and secretarial duties

· Freelance English Translator  

· Freelance English Interpreter ( in Seminar)

