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PERSONAL IDENTITIES  

Name    : Wenny Yanuandita  

Gender   : Female 

Place & date of Birth : Jakarta - January, 16 1986 

Marital status  : Married with 1 children                                                                    

Weight/ Height  : 60 kg/ 160 cm 

Address                  : Jl. Pisangan Baru No. 10,  

Pisangan Baru, Jakarta Timur 13110 – INDONESIA 

Email address  : w_wluv@yahoo.co.id 

Home/ Mobile  : +6221-8520019 / +62858 80812611 

 

FORMAL EDUCATION                                                

Higher Education  : Communication Academy - Bina Sarana Informatika ’05 
(Last Semester)  

Senior High Education : 91 Public School ‘03  

 

COURSES & SEMINARS 

- LIA English course – Advance Level 

- CCF France course – Basic level 

- Public Relation for the key of success – BSI Academy 2006 

- PIXY Beauty Class & PAC Beauty Class 

- Management Coaching by Mr. Edoard STACK 

  at Harris Hotel Tebet and Harris Resort Batam - 2008 (Attended by all GM’s and HOD 

in Tauzia) 

- Presentation Skills Workshop by Mr. Alistair Speirs (Phoenix Communications) at 

Harris Hotel Riverview     Kuta – April 2009 
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WORKING EXPERIENCE 

 August 2007 – Present 

Executive Secretary, PT. Tauzia Hotel Management (Hospitality) 

• Right hand to the President Director,  

• Coordinate office management activities for the executive, 

• Research, compile, assimilate, and prepare confidential and sensitive 

documents, and brief the executive regarding contents, 

• Read and screen incoming correspondence and reports, 

• Handle some matters personally and forwards appropriate materials to 

the executive and staff, 

• Compose letters and memoranda in response to incoming mail and calls. 

• Transmit directives, instructions and assignments and follow up on status 

of assignments as liaison between the executive and subordinates and 

others, 

• Prepare agenda and collect materials for meetings, speeches, and 

conferences; 

•  Take minutes and keep records of proceedings as required; Take and 

transcribe dictation on technical and confidential matters from the 

executive as required, 

• Recommend actions to be taken on office expenditures such as equipment 

and supply needs, 

• Making report of Executive expenses and submit it to Finance 

department, 

• Compile and maintain records, statistical information, and reports, 

• Establish and maintain various filing and records management systems. 

• Make domestic and foreign travel arrangements; prepare itineraries; 

prepare and compile travel vouchers, maintain all travel records. 

• Coordinate Business Development activities 

• Make an introduction and presentation towards Tauzia Brands before 

going further to the next step, 

• Maintain good relations with all Clients and Properties owner, 

• Make sure the follow-up of every incoming project at every stages 

www.tauzia.com 



Wenny Yanuandita - 2012 
 

 3

 November 2006 – August 2007 

Receptionist- Junior Secretary, PT. Tauzia International Management (Hospitality) 

• Set up and maintained office files and kept correspondence and reports 

available for reference and efficient operation of the office. 

• Answered telephone and replied to questions in accordance with general 

instructions and referred calls to appropriate staff member concerned. 

• Make domestic and foreign travel arrangements; prepare itineraries; prepare 

and compile travel vouchers, maintain all travel records for all Tauzia’s HOD. 

 

 September 2003 – November 2006  

Chief Sales Consultant, PT. Great River International Tbk (Retail) 

• Give the product knowledge training to all new Sales Consultants, 

• Give the product knowledge of new brand and item to all Sales Consultant, 

• Coordinator for all Sales Consultant in East Jakarta area, 

• Administrative duties, 

• Regularly visit to all counter in East Jakarta  

• Stock off name in store area 

• Visual Merchandiser on new counter 

 

LANGUAGE SKILLS 

- English : Excellent 

- France  : Basic 

- Indonesia : Mother tongue 
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SALARY & BENEFIT 

- Latest salary & Benefits: 

• Basic : Rp. 8,000,000 

• Transport & meal allowances : Rp. 50,000/day 

• Corporate cellular number : Rp. 300,000/month 

• Blackberry device 

• Health & accident insurance including children (Max. 2 children) 

• Jamsostek (JHT/Pension Program) 

• THR (1 month salary) 

• Incentive from confirmed project 

• 14 days entitle annual leave 

• Dental care and Optic care benefit 

• Maternity allowances 

 

- Expected salary & Benefits: 

• Take home pay (Basic + transport & meal + Cellular credit) : 

Rp. 11,700,000 (Negotiable)  

• Health & accident insurance including children (Max. 2 children) 

• Jamsostek (JHT/Pension Program) 

• THR (1 month salary) 

• Yearly bonus (up to company policy) 

• 14 days entitle annual leave 

• Dental care and optic care benefit 

• Maternity allowances 

(Above packages are negotiable) 

 

COMPUTER SKILLS 

-   Fluent in all Microsoft office application, internet. 


