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Profile 
I graduated in Informatics Management at AMIK BSI Jakarta in 2016. Have experience as Supply Chain. I’m 

a person who likes quality and optimization and interested in production planning, inventory control 

management, purchasing, procurement of goods, and monitoring in the industrial sector. In addition, I 

have an interest in a career as administrative staff and proficient in using Microsoft Office Tools and SAP 

System. I’m very motivated to continue developing my skills and growing professionally. 

 

WORK EXPERIANCE 

PT Pertamina Petrochemical Trading                                                      November 2024 – Present 

Supply Chain Support / Jakarta, Indonesia 
•  Checking shipping documents for the import clearance process 
•  Make a SK (Power of Attorney) for submitting Pabean notifications to Customs (bea cukai) 
•  Manage delivery of import documents 
•  Monitoring shipping status 
•  Recap DO (Delivery Order) 
•  Monitoring the delivery of incoming imported raw materials to the warehouse 
•  Manage inventory control and ensuring optimal stock levels for raw materials 
•  Coordinate with the warehouse and sales teams  to ensure smooth supply distributions of goods 
• Reconcile stock data periodically 
•  Carrying out stock opname 

 

PT Sayap Mas Utama                                                                              October 2021 – October 2023 

Export Administrator / Jakarta, Indonesia 
•  Submitting Final Shipping Instructions (SI) and VGM 

• Manage export documentation such as Packing List, Invoice, SI, B/L, COO, PEB, Insurance 

• Coordinate with forwarders and shipping lines for custom clearance and shipment 

• Monitoring shipping status 

•  Submit documents to Finance for payment processing 

• Ensure compliance with international trade regulations and company policies 

• Ensure accuracy and completeness of shipping and customs documents 

• Negotiation and communication with customers to arrange export delivery schedule 

• Prepare periodic export reports and update shipment tracking data 

 

PT Keihin Indonesia                                                                        September 2018 – September 2020 

QA Staff / Cikarang, Jawa Barat 
•  Controlling check sheets 
•  Carry out material arrival inspections (IOC) 
•  Carry out production process inspections / patrols (IPQC) 
•  Carry out pre-delivery inspection (OQC) 
•  Checking part sampling to improve processes and work results 
•  Evaluate internal claims 
•  Summarize internal 5S patrol findings 
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PT Nipsea Paint & Chemicals                                                              February 2016 – February 2017 

Sales Administrator / Jakarta, Indonesia 
•  Input customer orders from sales with SAP System 
•  Create PO, DO, Invoice 
•  Create FreeGift 
•  Control the quantity of goods 
•  Control stock of goods 
•  Create a purchase report 
•  Coordinate with warehouse teams to plan delivery 
•  Communicate with customers regarding delivery of goods 
•  Support sales activities in administration 

 

PT Yamaha Indonesia Motor Manufacturing                                                    July 2011 – July 2013 

Quality Control / Jakarta, Indonesia 
•  Check parts according to the SOP 
•  Determine the quality of a good part from the results production process 
•  Monitoring production process 
•  Verify good parts quality 
•  Create a report on checking results to be given to Leader 

 

EDUCATION 
 
Akademi Manajemen Informatika & Komputer BSI Jakarta                              2013 – 2016 

Diploma, Informatics Management 

 GPA 3.18 / 4.00 

SMK Dinamika Pembangunan 2 Jakarta                                                                           2007 - 2010 

Office Administration 

ORGANIZATION 

OSIS (Intra School Organization)                                                                                        2007 - 2009 

Secretary 

 Preparing for meetings 

 Manage administration and secretariat 

 Create proposals for internal and external event activities 
 

CERTIFICATION 

Production Planning & Inventory Control Certified, Prodemy, 2025 
Pivot Table Certified, MySkill, 2023 

 
SKILLS 
 

Soft Skill Hard Skills 
 Communication 

 Teamwork 

 Adaptive 

 Analytical Thinking 

 Time Management 

 Problem Solving 

 Ms. Office (Word, Excel, Power Point) 

 Ms. Excel (Vlookup, Hlookup, IF, Count, Pivot Table) 

 SAP System 
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CERTIFICATE        

THIS IS TO CERTIFY THAT     

HAS SUCCESSFULLY COMPLETED ONLINE TRAINING  

PRODUCTION PLANNING & INVENTORY CONTROL 
Conducted, June 13, 2025 

Education Partner 

www.prodemyasia.com 

HEAD OF OPERATION 

Lamhot Pinjaya 



MySkill Short Class
July 13th, 2023

This certificate is awarded to:

Vikki Wulandari Setiawan

For completing short class Microsoft Excel by MySkill.id titled:

Pivot Table

Angga Fauzan

CEO MySkill
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