
INDAH ALIYANI 

Batam, 29444 • indahaliyani789@gmail.com 
• (+62) 895 6033 67688 • 

Bachelor’s Degree in Management from Ibnu Sina University, Batam, with six years of experience as 
administrative staff in various companies. I have skills in administration, data entry, document archiving, 
basic financial reporting, and Microsoft Office applications. Has a career interest in administration and 
office work. Detail-orianted, communicative, and able to work both collaboratively in a team and 
independently. 
 

EDUCATION

 
UNIVERSITAS IBNU SINA (UIS), Batam 
Bachelor of Management 
Graduated: July 2022 | GPA: 3.33 / 4.00 

 
SKILLS

 

• Document and file management 

• Data entry and financial reporting 

• Microsoft Office (Word, Excel, Power Point) 

• Time management 

• Disciplined, detail-oriented, and responsible 

• Basic english (spoken and written) 
 

WORK EXPERIENCE

OFFICE SUPPLIES DISTRIBUTION ADMIN        October 2018 – April 2019 
CV. Mitra Kurnia Sukses 

• Handled cash and non-cash transactions accurately and efficiently 

• Responsible for preparing daily cash reports 

• Received orders and served customers via phone, chat, and email 

• Ensured prices and items matched customer orders 

• Prepared sales invoices and delivery notes to support shipping processes and ensure timely delivery 

• Archived sales invoices for accounts payable and receivable documentation 

MOTORCYCLE CREDIT ADMINISTRATION STAFF   November 2019 – March 2025 
PT. Agung Seraya Motor 

• Supervised administrative tasks related to document and financial data management. 

• Received financial inflow and outflow reports from all company branches and prepared detailed 

and accurate daily cash reports. 

• Ensured the proper archiving of financial transaction documents such as receipts, transfer slips, 

and cash reports in an organized, secure, and accessible manner. 
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• Managed office stationery and managed the office’s routine related to administrative 

activities. 

• Implemented a digital system to optimize financial recording and reporting. 

• Handled cash and non-cash payments for motorcycle credit. 

• Promoted available company offers to increase sales. 

• Drafted official letters, including missing vehicle statements, BPKB status letters during 

the credit term, credit application letters, repossession notices, and takeover letters. 

• Ensured the completeness of customer credit documents by checking physical copies, 

digital files, and system records accurately. 

• Handled customer complaints face-to-face, via phone, and through digital channels 

promptly and politely, ensuring all issues were resolved. 

• Responsible for managing annual and five-year vehicle taxes to ensure all were active 

and paid on time 

• Archived customer documents (BPKB) during the credit term and ensured their timely 

and proper return upon credit completion. 

• Archived rental customer documents (such as family cards, birth certificates, passports, 

marriage books, diplomas, and tax ID/NPWP), and ensured their timely and proper return 

upon rental completion. 

















 


