NUR ANNISA

0813-3453-1684 || Nurannisa90.id@gmail.com || Kp. Susukan RT.05/RW.01 Bojong Gede, Bogor

& PROFIL
Highly organized with 15+ years of experience of administrative work. Focused with deep knowledge
in export and import administration. Professionalism, responsibility, and hard work are added vallues

that i can provide to continue to advance your company.

& PERSONAL INFO
Place & Date of birth : Bekasi, 18 October 1990
Status : Marriage

© EDUCATION

Universitas Terbuka (Bussines Management)

® WORK EXPERIENCE

PT BONDOR (May 2025 - May 2026)

Bagian : Senior Purchasing Exim

* Looking for supplier price comparisons

e Check Pr to create Purchase Order

¢ Make Purchase Order

e Coordination with suppliers and forwarder

e Filed PI

e System input LS for Import Lartas

e Coordinator with Ministry related to licencing

e SIINAS report

e Check stock data summary

e Using an Accurate System

e Conduct supplier audits annually

e Searching for tracking unit for shipping process
e Carry out several HSE tasks such as TKDN and also ISO
¢ Handle export BC.30

PT IS TEXTILE (Febuari 2025 - April 2025)

Bagian : Senior Exim (Internship)

e Data entry export & import

¢ Field Coordinator & Booking

e Ceisa system input BC2.7, BC4.0, BC2.5, BC4.1 and inventory system

¢ Handle Exim, eksport BC3.0

e Understand INSW

e Stock opname, customs negotiations, good communication with forwarders

PT WE TECH (November 2022 - July 2024)

Bagian : Exim Leader

e Data entry export & import

¢ Field Coordinator & Booking

e Ceisa system input BC2.7, BC4.0, BC2.5, BC4.1 and inventory system

¢ Handle Exim, eksport BC3.0

e Understand INSW

e Stock opname, customs negotiations, good communication with forwarders



e WORK EXPERIENCE

PT ULTRAKOM (June 2020 - July 2021)
Bagian : Admin Accounting

Receive and create invoice
Input sales and inventory date system
Pay taxes and archive document

PT SANYO COMPONENT INDONESIA (Februari 2015 - Augustus 2017)
Bagian : Exim Staff

Data entry export & import

Field Coordinator & Booking

Ceisa system input BC2.7, BC4.0, BC2.5, BC4.1 and inventory system
Handle Exim, eksport BC3.0

Understand INSW

Stock opname, customs negotiations, good communication with forwarders

PT PHC (June 2012 - October 2013)
Bagian : Exim Staff

Data entry export & import

Field Coordinator & Booking

Ceisa system input BC2.7, BC4.0, BC2.5, BC4.1 and inventory system
Handle Exim, eksport BC3.0

Understand INSW

Stock opname, customs negotiations, good communication with forwarders

PT SIBELCO (May 2010 - September 2010)
Bagian : HRD Staff

Filling document

Booking plane flight
Supply Office stationary
Record absences

Monthly report

Check company asset data

@ SOFT SKILLS

communicate easily with relevant agencies

Can negotiate with relevant with agencies such as customers, suppliers, and traders
Have sprint of leadership

Solve a problem well

Communication

Analysis

Team work management

Disciplinne

COMPUTER SKILL

e Ms. Word
e Ms. Excel

o Ms. Power Point




Attachment : 7 Attachment

Dear.

Mr / Ms HRD
In Place

Yours faithfully,

'm the undersigned below :

Name : Nur Annisa

Birth : Bekasi, 18 October 1990

No. Hp : 0813 - 3453 - 1684

Education : S1 Universitas Terbuka (Currently)

Major : Business Management

| hereby submit a job application letter to Mr / Ms leadership to be accepted as an employee in

the company that Mr / Ms lead. For your consideration, | attach the following :

e Curriculum Vitae
e Scan KTP

e Scan NPWP

e Scan Certificate

e Scan Work Experience

| really hope to be accepted and placed in the company that you lead. | will complete the other

files at the time of the work call. For your attention, | thank you.

Sincerely,

Nur Annisa



PROVINSI JAWA BARAT

KOTA BEKASI
NIK : 3275045810500018
Nama | NUR ANNISA
denis Keiamin ~ PERCMPUAN  Gol. Davah - O
Alsmal  :JLSLAMET NO.23
Stalus Porkawinan : BELUM KAWIN
Pakarasn - PELAJAR/MAHASISWA
Kewarganogaraan: WNI
- Berighu Hingga  : 18-10-2017
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“Manajemen Audit Kepabeanan"
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CERTIFICATE

This certificate is proudly awarded to

Nur Annisa

For your participations as Participants in SEIBINAR V, SPBL: Alasan
Utama Barang Impor Tertahan di Pclabuhan/ﬂandara on 12th June
2023 held by SEKOLAH EKSPOR IMPOR & CATUR LOGISTIK
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ASOSIASI DOSEN DAN PRAKTISI
MANAJEMEN SUMBER DAYA MANUSIA

SERTIFIKAT

Nemor: 09.233/ADP-MSDM/I1I/2024
Diberikan kepada:

Nur Annisa

Sebagai Peserta pada “Pelatihan Skema Staf Sumber Daya Manusia (SDM)
Berbasis Standar Kompetensi Kerja Nasional Indonesia (SKKNI) Nomor 148 Tahun 2020"
yang diselenggarakan oleh Asosiasi Dosen dan Praktisi Manajemen Sumber Daya Manusia

pada tanggal 7 s.d 9 Maret 2024

Trainer:
Dra. Anik Ariyanti, M.M.

Bogor, 9 Maret 2024
Presiden

Dr. Suyanto, S.E., 5.Pd.l., M.M., M.Ak., Ak., CA.



MATERI PELATIHAN SKEMA STAF SUMBER DAYA MANUSIA
BERBASIS SKKNINO.149 TAHUN 2020

1 | Menyusun Uraian Jabatan SKKNINo.149Th.2020 | 2
2 | Melakukan Administrasi Jaminan Sosial SKKNI No. 148 Th. 2020 2
3 | Melakukan Administrasi Pengupahan SKKNINo.149Th.2020 | 2
4 | Melakukan Administrasi Penerapan Kebijakan MSDM | SKKNI No. 149 Th. 2020 2
5 | Tugas Mandiri 12
Jumlah | 20

Catatan : 1 JPL setara dengon 45 menit
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