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Sulaiman

Jl. Assakinah III/27 . 002/02, Kebagusan,  Pasar Minggu, Jakarta Selatan 12520
Telp. (021)  93349003 - 92862152

Website : www.sulaiman.co.nr  E-mail : sulaiman4u@gmail.com

CURRICULUM VITAE

PERSONAL DATA

 
Name



:
SULAIMAN
Place/date of birth

:
Jakarta, August 4th 1974
Gender



:
Male
Religion


:
Moslem
Address


:
Jl. Assakinah III Rt 002/02 No.27, Kebagusan, Pasar -Minggu, 

Jakarta Selatan, 12520
Telephone


:
(021) 93349003 - 92862152

Website


:
www.sulaiman.co.nr
E-mail



:
sulaiman4u@gmail.com 
 
FORMAL EDUCATION

 
1980-1986


:
Elementary School (SD Negeri 02 Jakarta)
1986-1989


:
Junior High School  (SMP Negeri 43 Jakarta)
1989-1992


:
Senior Economic High School  (SMEA Negeri 4 Jakarta)
1992-1996


:
Akademi Pimpinan Perusahaan, Departemen Perindustrian .RI, 

Majoring in Financial Management
 
INFORMAL EDUCATION

 
August-November 1990
:
Computer Course
May-June 1991

:
Company Statistics Course
January-March 1991

:
Typed Course (Manual and Electronic)
December 1998-1999

:
English Course
 
TRAININGS

 
7-14 July 1990

:
Leadership Training OSIS 
22-26 November 1993
:
Achievement Motivation Training (AMT) APP
13-18 June 1994

:
Financial Management Training (FMT) APP
24-17 November 1995
:
Creation of Enterprises and Formation of Entrepreneurs  
(CEFE) APP
 
SEMINAR

 
May 1994


:
Plant Visit Senat APP to Jakarta Stock Exchange
October 1994


:
Banking Dialog by I Nyoman Moena (Chairman of 
PERBANAS/National Banking Association)
June 1995


:
Retail Business Seminar by Usman Djafar, Director of 
Pasaraya and Meruzen (Alumnus of APP Deprindag)
December 1995

: 
Small Industry Dialogs with Department of Trade and 
Industry and Bali Small Industry Society at Denpasar, Bali
January 1996


:
Effetive Time Management Seminar by James Gwee TH, 
MBA (Director of Academia, Singapore)
 

OTHER ACTIVITY

 
1.   OSIS of Senior Economic High School (SMEA Negeri 4), Chief Sport Section, 1991-1992
2.   Coach Assistance of Karate Martial Art, at SMEA Negeri 4, 1992-1994
3.   Alumnus Association of Senior Economic High School (SMEA 4) Jakarta :
      *  General Secretary
:
Period   1993 – 1995
      *  Vice President

:
Period   1995 – 1997
4.   General Secretary of Biro II, Senate of Financial Management APP, 1993-1994
5.   Chief III, Executive Student Government  (LEM) APP, Period 1994-1995
6.   Coach Assistance of PPS Merpati Putih Martial Art at APP, 1994-1995
7.   Founding Father of Student Group on Research and Development of Small Industry APP
8.   Chairman of Kebagusan District Library
9.   Member of Central Strategy and International Study (CSIS) Library
10. Member of British Council Library.
 
SKILL

 
1. Able to operate Computer MS Office  (MS Word, Excel, Power Point) 
2. Understand of Internet Program  (Internet, Front Page, Html, Website) 
3. Able to operate Type writer very fast with Blind System (Manual and Electronic) 
4. English
:   Written and listening
:
Good 
     Command of English
:
Good

     Typing in English              :           Very Good
 
WORKING EXPERIENCE 

1. September 2006 – November 2007

At PT. Tata Bisnis Solusi (Sub Contract of Badan Intelijen Negara/BIN)

Position Held  :  Entry Data
Duties  :

a. Entry Data of Documents of Badan Intelijen Negara (BIN)

b. Kept secret to all documents of BIN

c. Work handled to documents of BIN

d. Responsible to Supervisor of PT. Tata Bisnis Solusi

2. Maret 2005 until May 2006

At  PT. Maptechadi Planindo as Sub contract of BPN Jakarta Utara
Position held   :  as Data Entry
Duties    :

a. Entry All Document of Badan Pertanahan Nasional (BPN) such as : Sertipikat tanah, Surat Ukur (Sertipikat Hak Milik, HGB, Hak Pakai, Rumah Susun, Apartment).

b. Kept Secret to all BPN Documents

c. Work handled to all BPN Documents

d. Responsible to Supervisor of PT. Maptech Hadi Planindo

3. November 2004 until 2006

At Afghanistan-Indonesia Trade Association (AFGHAN TRADE)
Position held   :  Jakarta Representative (Web Administrator/Online Virtual)

Duties   :

a. Prepared Afghan Trade Online by Internet  (www.afghan-trade.info)

b. Update All information in Website

c. Collecting, searching and up-dating all Information about Indonesian Trade (Book, Magazine, Newspaper, Book Directory, Brochure, CD, etc)

d. Up-date List of Indonesian Company by name, address, e-mail, website, and contact Person

e. Update all Regulation of Indonesia on Trade, Industry, Investment, Export-Import, etc

f. Make relation with person in charge on Commerce and Trade relation (Ministry of Trade and Industry, Chamber of Commerce/Kadin, NAFED/BPEN, Investment Board, BPS, etc)

g. Update inquiry product to export-import by Afghanistan company or Indonesian company

h. Publishing information about Afghanistan trade by Book, Brochure, and CD.

i. Distributing all Trade Information to Afghanistan and Indonesian Company.

4. January 1999 until November 2004
At Embassy of Afghanistan in Jakarta
Position held   :    as  Local Secretary of Embassy
Duties    :
a.       All Secretarial duties
b.      Making appointment
c.       Filling system
d.      Telephonist
e.       Draw up and typing official letters (Circular Note, etc)
f.        Handle Consular Section  (Passport, Visa, Legalization, other documents else)
g. Kept relation with Staff of Immigration/Karantina, Deplu, and Polri  (Passport, 

Documents, Refugees, etc)
h.       Prepare Schedule of Weekly Ambassador Program.
h. Prepare, collecting, and make News papers Clipping (Read all information and separate in 

each subject).
j.        Responsible to Ambassador or Charge d’affaires.a.i.
 
5. June 1997 up to December 1998 
At  PT. SURYA KALA ASTARY
Position held   :  as Finance and Administration Staff
Duties    :
a.       All Administration duties
b.      Draft and typing all sales letters (Order, inquiry, offering letter)
c.       Collecting and kept relation to all our costumers.
d.      Handle customer complaint and find out solve problems.
e.       Handle and kept (Filling) all documents  (Sales, production report and bills)
f.        Make a Financial report (accounting report, salary report, bills report)
g.       Made and up date list of all our costumers.
 
