OKTAVIA RAHMADAMI

0823392255348 ivickiavia740pgmail.com|Br.Bona kebon, DsBona, KecBlahbatuh, Kab.
Gianyar,Bali

| #m a fresh graduate of the Institute’s Finzncial Accounting Program. Proficient in operating Microsoft Office and
Google Workspace o support company progress and development. Has high accuracy and is able to work in teams

and individualky.

Work experience

Tax Office Pratama Gianyar-Giznyar, Bali Moy 2027 - Apr 2022
Adminisirasion Accounting Beceipsonis
+  Make reporis regarding daily problems related to tax reporting billing cards and responsibility reports (LPJ).

+ Participate in general office administration including: outgeoing and incoming comespondence/ietters, operating faxes, telephones
and equipment another office

= Crezting report for Accounting Receipts.

Balicantik Store -Gianyar, Bali Juni 2022 - Mar 2023
Accouniting & adminitration
«  Mazke daily and monthiy reports regarding the amount of Store income 2nd SXpenses.

SD Negeri 5 Keramas -Gianyar,2all Juni 2023 - Jun 2024
Honorary Teacher

+ Providing Basic English Material Teaching to studenis in grades 1 to 6.

Pinhead Bali -GianyzrBali Okto 2023 - Jan 2024
Admin HiR

+ Provide responsive services vig WhatsApp media to guests and prepare olfer important documents
related to company administration. Create employee attendance data and pay slips.

s  Creste company development data both in terms of revenue and employee perfformance.

HR Frelance -Gianyar,Bali Mef - Agustus 2024
General Adminisirasi & Agdmin HR

Mzke compeny petiy cash financizl reporis,

Check input purchasing report daia,

Check the amount of stock of consigment goods that zmive and are sold,

Prepare documents and files required by the company from both the manager and owner
Record employee attendance for pay slip purposes.

Make progress reports company end employee performance for the owner.

Education

SMEK Negen 1 Gianyar - Glanyar, Bali Juli 2020 - Jun 2023
Institional Financial Accounting , 9407710000
+  Studying the application of the principles of professional praciice at work implementing the principles of professionalism at wark.
s Study the Journzl Entry, Ledger 2nd Preparation of Financizl Reports process sysiems.
+ Suudying Spreadsheet/Excel Data Application Processing and operating Accounting computer applications, Leaming o use
Microsoft Office to create manual financial reports.

Organizational experience

Organizasi Siswa Intra Sekolah (03518 ) - Glanyar, Bali Sep 2020 - .Jan 2023
Deputy Chair of the Section for National Defense and Mationa!l insich:
& (Camying out fiag ceremonizs on Monday and Saturday (preparatory ceremony for Monday), as well 23 national holidays
*  Camying out naticnal defense activitizs, camying out scouting activities, visiting 2nd studying places of historical value

Ability
& Abilihy(2023): Microsoft Word, Microsoft PowerPoint, Google Waorkspacs, Google Spreadshest.

= Ability Manual Financial Reports (2023): Manual financial reports in the form of writing that inclede data on a company's expenses.
This financial report is @ requirement for graduation from the Institutional Finance study program.

= Ability (2021): Accounting Soft Skills training before participating in Field Work Practice (P¥L) activities for & months at the
Pratamna Tax Service Offica.

& Ability (2022): Foreign Language Soft Skills Training, namely English in the Post-Training Program Introduction to study sbroad.




