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		PERSONAL DETAILS



Depok, September 9th 1991
Jl. Bakung Raya No. 135 RT/RW 02/04 Depok 16432
085782744191
	ABOUT


anisazakia15@gmail.com 



I am detail-oriented person and eager to learn. I can work individually or in a team. I am interested in editorial and administrative job. Familiar with internet and computer.

	EDUCATION



Al-Qalam Elementary School/SDIT Al-Qalam, Depok
1998 – 2004
Ummul Quro Junior High School/SMPIT Ummul Quro, Bogor
2004 – 2007
Senior High School 3/SMA Negeri 3 Depok
2007 – 2010
Padjadjaran University, Jatinangor
2010 – 2014
Japanese Literature, Faculty of Humanities

	EXPERIENCE



Freelance Translator | PT Elex Media Komputindo, Central Jakarta
September 2014 – Now 
Content Editor & Data Entry | Unimon Indonesia, South Jakarta
April 2015 – May 2016
Data Entry | Kantor Notaris PPAT – Aris Hendrawan Halim, S.H., West Jakarta
April 2017 – May 2017
Sales Admin | PT Miura Indonesia
Januari 2018 – Now







	SKILLS



Japanese
Intermediate Level
English
Intermediate Level
Ms. Office
Intermediate Level

	CERTIFICATES



JLPT Level N3
JLPT Level N4

	ORGANIZATION



Committee of Sengoku Jidai | Padjadjaran University, Jatinangor
2011
Committee of  FESBUKAN 2 | Padjadjaran University, Jatinangor
2013

	WORKS



As a Translator
I have been translated Japanese comics since 2014. Below is the list of comic titles I have translated:

Suikoden III 4 – 7
Minmin! 1 – 5
That Future Is A Lie 1 – 5
Future Card Buddyfight 5 – 6 
Flame of Recca 4 – 5
Detective Conan: Dimensional Sniper
The Heiress Bride
Puzzle & Dragons Z 1 – 4 

As a Content Writer & Content Editor
I once worked as a Content Writer & Content Editor for http://japantourlist.com/id/ until the website went on hiatus and the company was closed by the main office in Japan. Below is some of articles I have written and edited:

Mengenal Sosok Pangeran Hisahito, Calon Kaisar Masa Depan Jepang
https://docs.google.com/document/d/10z3Yh0bEWHle7pEqlX0kAIHn2zDSxX2UieuyqHKrobE/edit 

5 Atraksi di Fuji-Q Highland yang Akan Membuat Kalian Menjerit!
https://docs.google.com/document/d/1N5BMfIFhtDFdHqisGVMaer5mFF92seJQeJ2NetSytUw/edit 

5 Alasan yang Membuat Manga Café Populer
https://docs.google.com/document/d/1cBPOXIzFWHzSQupZI-kOPc4BIioPHSwaV8ZOn6r-z8Y/edit 

As a Sales Admin
I have been worked as Sales Admin at PT Miura Indonesia, a manufacture company for boiler, since 2018. Below is detail of my job list:

· Manage Petty Cash
· Refill money for petty cash  and withdraw money from bank
· Input petty cash daily cash flow
· Make petty cash monthly report
· Make calculation for commission
· Handle payment for anything to accounting (ex: gasoline, taxi, parking, pantry, stationary, mineral water, commission, depnaker certificate, etc)
· Make monthly report and report it to accounting
· Make Japanese monthly report and report it to Japanese Director
· Ask for Bukti Potong (Pph 23) to customer
· Registration new customer into system
· Make calculation for invoice
· Archive files related to sales documents
· [bookmark: _GoBack]Arrange schedule if sales wants to delivery or test run the boiler
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