
Amanda Arfani Siregar
HRGA COORDINATOR

Dedicated and hardworking individual with 5 years experience in the Human
Resource. I also have experience in HR Generalist, Employee Relations,
Recruitment, Payroll, GA, Development.
As a HR Executive I work with Founders, Head of Corporate Strategy and
Operations. I handled 2 employees of HRGA Intern and Cleaning Service. 
Committed to contributing constructively good and sustainable company to
increase company performance. Detail-oriented and quick to learn, I thrive in
diverse environments and passionate about all aspects of Human Resources,
especially people and organizational development. I'm driven to continuously
improve and grow in my field.

Skills
Communication
Interview  
Psychological Test 
Observation 
Negotiation 
Analytical Thinking 
Problem Solving

HRIS System (Talenta, Greatday)
Canva Editor
Social Media savvy (LinkedIn,
Instagram, Tiktok) 

UNIVERSITAS SURABAYA
Bachelor of Psychology
2016-2020

Education Contact

+62 813-3171-9461

amandaarfani@gmail.com

Amanda Arfani Siregar

Tebet, Jakarta Selatan

Training & Certification

BNSP - Certification of
Competence Human Capital
Supervisor 2023-2026
No: 70209 1212 4 00010166 2023



Working Experience

KLAR Smile is an Indonesian oral wellness startup, founded in 2020, that specialises in affordable, custom-made clear aligners
as an alternative to traditional metal braces. Often dubbed the "Invisalign of Indonesia," KLAR Smile leverages digital dentistry
and orthodontist-designed solutions to provide accessible dental care across the country.

PT Solusi Senyum Indonesia (KLAR Smile)
Human Resource Executive, April 2025 - June 2026
HRGA Coordinator, June 2026 - Current

Human Resource: 
Maintain accurate and up-to-date employee records in HRIS Talenta by Mekari and Prepare HR-related documents such as
employment contracts, offer letters, warning letters, termination notices, and promotion/transfer letters.
Monitor monthly BPJS contributions and private insurance, coordinate with Finance to ensure timely and accurate payment of
premiums.
Managed end-to-end payroll processing, including data collection, salary computation, overtime, incentives, and deductions,
ensuring accurate and timely disbursement.
Create, update, and maintain Standard Operating Procedures (SOP) for HR and operational processes.
Draft clear, concise, and standardized job descriptions that outline key responsibilities, required skills, educational background,
experience levels, and performance expectations.
Led full-cycle recruitment processes from job posting, candidate sourcing, CV screening, conducting preliminary interviews, and
coordinating with users.
Coordinated the onboarding process for new employees, including preparing employment agreements, welcome kits, and system
access.
Support planning and execution of employee engagement programs Assist in organizing company events, celebrations, 
Provided day-to-day HR and operational support to employees and management, acting as a liaison for administrative coordination.
Conducted one-on-one coaching sessions to help team members set clear goals, overcome challenges, and enhance their
competencies.
Create an organizational structure and coordinate with management and sounding to employees

General Affair:
Monitoring GA to manage HRGA Intern to ensure the target there were no complaints, and the work was completed according to the
SLA
Create monthly plans for company needs and coordinate with the finance team
Create budget plan & monitoring Budget



Working Experience

PT Integriya Dekorindo

Retail company of Integra Group. PT Integriya Dekorindo launched the brand KANA Furniture. KANA is an
Urban Lifestyle Furniture that reflects personality and style in every room, providing design inspirations
as well as the provisions of design consultations.

Talent Acquisition Specialist, November 2023 - April 2025

Plan, Execute, and Manage Manpower Planning (MPP): Oversee workforce planning to support strategic
recruitment needs.
Collaborate with Department Heads: Coordinate closely with all department leaders to fulfill workforce
requirements and address staffing requests.
Manage End-to-End Recruitment Process: Handle all aspects of recruitment from workforce requests, job
advertisement on recruitment platforms, talent sourcing and screening, conducting interviews,
psychological test, reference check, making job offers, preparing employment contracts and onboarding.
Conduct Interviews and Negotiations: Lead interview and negotiation processes for both staff and
managerial-level positions.
Oversee Recruitment Administration and Documentation: Ensure all recruitment-related administration
and documentation is organized and accurately archived.
Responsible for New Employee Onboarding: Facilitate the onboarding process to ensure a smooth
transition for new hires.
Conduct assessments for employees to identify promotion potential and support career advancement.
Coordinate with the holding company to centralize all information and ensure streamlined
communication



Working Experience

PT Seger Ayom Andharbehi

Seger Ayom Andharbehi is a holding company that oversees several companies engaged in several fields
such as Expedition (Truck), Plastic Manufacturing, Property (Warehouse), Agricultural Commodities and
F&B.

HR Generalist, May 2021 - November 2023

Personnel:
Monitor Employee Attendance and Leave: Oversee employee attendance, leave, permissions, and sick
leave using the Sunfish Greatday HRIS system.
Manage Employee Data: Maintain accurate and updated employee records.
Payroll Reporting: Responsible for meal allowance payroll calculations and reporting to the Manager.
Prepare and submit monthly reports for BPJS Health and BPJS Employment.
Conduct Competency Evaluations: Perform employee performance appraisals at contract end periods as
a requirement for contract renewal.
SOP Development and Compliance: Analyze, create, and ensure the proper implementation of Standard
Operating Procedures (SOPs) by employees.
Build and Maintain External Partnerships: Establish strong relationships with external partners to facilitate
internship collaborations with vocational high schools.
Administer Disciplinary Actions: Issue warning letters to employees who violate company policies or
disciplinary standards.



Working Experience

PT Seger Ayom Andharbehi
HR Generalist, May 2021 - November 2023

Recruitment:
Recruitment, Handling requests from Head of Department for new/replacement employees, psychological
tests, interviews, salary negotiations, until joint as new employee.

Training & Development:
Coordinated the implementation of training and development programs to enhance employee skills.
Design and Execute Team Outing Programs: Develop and lead outing programs from concept through
execution in collaboration with the HR team.

Employer Branding:
Managed and created content for PT SAA's LinkedIn pages.
Designed and Distributed Employee Birthday Cards: Created personalized birthday cards for employees
and coordinated automated email blasts to celebrate and foster a positive workplace culture.

PT Gudang Ada Globalindo
HR Recruitment Intern, December 2020 - April 2021

Gudang Ada is B2B e-commerce platform that connects manufacturers, wholesalers, and retailers across
Indonesia.

Managed Full-Cycle Recruitment for Sales Staff and Leadership Roles in East Java, Bali, and Nusa
Tenggara, overseeing candidate sourcing, interviewing, and onboarding.
Primary Point of Contact for engaging external partners, organizing job fair participation, and utilizing job
portals to expand candidate outreach.
HR Administration and Reporting: Maintained employee attendance records, managed employee status
changes and reimbursements, and prepared hiring reports for the HRBP Manager.



Certification Training



Attachment in this section only shows
part of the work and is not

comprehensive for reasons of
confidentiality



Operational Compliance
at PTSolusi Senyum Indonesia

Job Analysis, Job Profile & SOP 



People Development
at Solusi Senyum Indonesia

Employee Engagement
at Solusi Senyum Indonesia

Well-being support (councelling) Outing



General Affair
at Solusi Senyum Indonesia

Monitoring Stock

VOC



Recruitment
at PT Integriya Dekorindo

Logbook Recruitment
MY ACHIEVMENT KPI TARGET IN 45 DAYS MUST BE HIRED



Personnel
at PT Seger Ayom Andharbehi

SUPER ADMIN FOR SUNFISH SaaS



Payroll & Disbursement
at PT Solusi Senyum Indonesia

SUPER ADMIN FOR TALENTA BY MEKARI



Employer Branding
at PT Seger Ayom Andharbehi

CREATE LINKEDIN PAGE - FOR SAA BRANDING



THANK YOU
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