THENA TRESNAWATY

Contact# +971588436911
E-mail: rosecinta101@gmail.com

» QObjective:-

To be able working in any official work matching with my experiences seven years as multiple
job likeSecretary,frontdesk,admin,
assistantHR,assistantaccountantandinpurchasingcoordinatortoo.
Highperformingandcreative,andabletorelateeasilytoclients,staffandColleagues.Sharetheknowled
ge that | gained and contribute the well cultivated abilities and be a part of the
organizationalteam.

» ResumeWork:-

e Officeorganization *Filling

e Document development *Mailings

e ReportGeneration *Faxing

e Scheduling *Travel arrangements
e PayrollSalary *Purchase coordinator

» Experiences:-

2 AJYAL TECH.CONT (10th Nov 2018 —

present)Designation -Administration cum
Secretary

JOBDESCRIPTION:

HandlingAdministrativefunctions

Encoding,filing,andmailingof documents
Handlepettycashforofficeandsite.
HandlingStatementofAccount Clients.

Handleforcarfiles, forpettycashandAnnualMaintenancework.
Preparedinquiry,Quotation,LPO.TaxInvoiceandoutgoingletter.
HandlingTaxreturntoFederalTaxAuthoritybyonline.

Prepared PayrollsalaryandWPS.
Monitoringforthestaffdocumentsexpiry (Passport,EIDA&Visa).

2 DUBAIREALESTATECENTRE (1stOctober2015 — 1stMarch2018)

Designation-OfficeAssistantcum AssistanceAccountant

VYVVVYVYYY

JOBDESCRIPTION:

AssisttoHandlesAdministrativefunctions

Encoding,filing,andmailingof documents

Handleofmaintenance buildingsexpensesandincome

Handles forrenewalSharjahand Dubailicenses (morethan27Nos)partnership.
Handleforcarfiles,forpettycashandreport fromtechnicianmaintenancebuildings.
Helpingotherdepartmentfor makinglnquiry, Quotation,LPOandinvoiceandoutgoingletter.

VYVYVYY



» Handle of theguests tovisiting thecompany.



D ATNGENERALTRADINGLLC(2015)

Designation-Receptionist/OfficeAssistant

JOBDESCRIPTION:
AssisttoHandlesAdministrativefunctions
Encoding,filing,andmailingof documents
Handleofreceivedandoutgoingcall
Handles forequipmentofficestockforofficerandsitepurpose.
Preparedinquiry,Quotation,LPOandinvoiceletter.
MarketingproducttoHead Officesupermarkets
*71s!0October201 5transfertoSharjahofficesame ownerofDubai RealEstate.
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D ATHEER ALJAZIRAHELECTROMECHANICAL LLC(July 2014- April2015)

Designation-Receptionist/OfficeAssistant

JOBDESCRIPTION:

AssisttoHandlesAdministrativefunctions

Encoding,filing,andmailingof documents
Handleofreceivedandoutgoingcall

Handles forequipmentofficestockforofficerandsitepurpose.

Handleforcar files,forpettycash andreport fromsite.
Helpingotherdepartmentformakinglnquiry,Quotation,LPOand invoiceletter.
Handle of theguests tovisiting thecompany.

VYVVYVYY

2 RICHMOND MARINEELECTROMECHANICALLLC/ J&JGroup (Nov2011— Dec 2013)

Designation-Receptionist/OfficeAssistantcum

JOBDESCRIPTION:

Handleofreceivedandoutgoingcall
Encoding,filing,andmailingof documents
Handleandmakingdailyreport fromsites.
Handletimesheetandpayrollsalariesallemployees.
Makingstatementsalary.

Handlesplitsitereport

Inquiry, Quotation,LPOand invoiceletter.

Handles forequipmentofficestockforofficerandsitepurpose.
Handle of theguests tovisiting thecompany.

VAV AVAVEVAVAVAVAY,

2 ALBISHARAHMANPOWER SUPPLY(Feb 2007—-Aug 2009)
Designation-Receptionist/OfficeAssistant

JOBDESCRIPTION:

AssisttoHandlesAdministrativefunctions

Encoding,filing,andmailingof documents
Handleofreceivedandoutgoingcall
Helpingotherdepartmentformakinglnquiry,Quotation,LPOand invoiceletter.
Handle of theguests tovisiting thecompany.
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» Education:-

KARYASETRAGoverment SecondarySchool —Subang,Indonesia(1989)
GovermentllElementaryHighSchool —Subang.Indonesia(1992)
GovermentEconomicHighSchool —Purwakarta,Indonesia(1995)
UniversityECONOMICNATIONAL-Bandung,Indonesia (1998)

ATI'S ComputerCourse—Purwakarta,Indonesia(1995)

ATI'S AccountantCourse—Purwakarta,Indonesia(1995)
AllcertificatesinindonesiaLanguage

» Skills:-

e ComputerLiterate

MSWord,MSExceland Internetoutlook,Accountantwork&Knowledgeof theVAT

» PersonalData:-

Date of Birth
Religion
Nationality
Language

Thanks and
Regards,Applicant,

THENATRESNAWATY

Nov 12,1976

Islam

Indonesian

MotherLanguage,Englishandlittlebit Arabiclanguage



