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ABOUT ME
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My name is Fara Sonia, a Bachelor’'s degree graduate in Human
Resource Management with professional experience in
Administration and PPIC (Production Planning & Inventory
Control). | have experience managing data, preparing reports,
organizing documents, monitoring inventory, and supporting
daily administrative operations with accuracy and efficiency.

| am proficient in Microsoft Office, Google Workspace, and
digital administrative tools. | am highly organized, detail-
oriented, adaptable, and capable of working independently in
remote environments while meeting deadlines effectively.

| am currently seeking opportunities as a Data Entry Specialist
or Virtual Assistant where | can contribute my administrative
experience, strong organizational skills, and commitment to
delivering accurate and high-quality work.
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Project 1 - Customer Data Cleansing

Clean and organize raw customer sales data using Microsoft Excel.
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Before

/ Fixed invalid email formats

/ Standardized date formatting

/ Cleaned inconsistent capitalization
/ Organized customer database
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johnsmith@gmail.com 81233449988 Jakarta Indonesia
sarahlee@gmail.com 81234596789 Bandung Indonesia
michaelbrown@yahoo.com 81387555777 Surabaya Indanesia
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Date of Birth Age EmployeeID First Last Full HName Department Location Floor City Spasi Call
11/30/1995 28 E1001 Raina Aryani Raina Aryani Executive | ~ rabaya 10-827 10  Surabaya 8827
10/14/1988 355 E1002 Tari Anggraini Tari Anggraini HumanRes yojcomer  Kartall-806 11  Jakarta 8 806
7119/1982 42 E1003 Karen Rivanti Karen Rivanti iT I karta 10-584 10 lakarta 8 584
12002000 24 E1004 Titin Aryani Titin Aryani dDatas )gyakarta 10-385 10 Yogyakarta 11 385
3/28/1992 330 E1005 Ilsa Utami llsa Utami Sales Jakarta 12-766 12 Jakarta 8 766
5/5/1982 42 E1006 Jessica  Hariyah Jessica Hariyah Customer Service Surabaya 12-388 12  Surabaya 9 388
1/6/1999 25 E1007 Almira Hasanah Almira Hasanah Executive Jakarta 11-594 11 Jakanta B 594
FI1887 37 E1008 Sari Astuti Sari Astuti Sales Yogyakarta 12-654 12 Yogyakarta 11 654
1/10/2000 24 E1009 Aurara Anggraini Aurara Anggraini fHumanRes0urces Makarta 10-851 10 Jakarta 8 851
2/26/1984 300 E1010 Vivi Andriani Vivi Andriani Sales Jakarta 11-316 11 Jakana 8 316
af2/1988 36 E1011 Eka Mashiruddin Eka Mashiruddin 4Hum4dn Resources Makarta 10-797 10 Jakarta 8 1497
5/21/1981 43 E1012 Adiarja  Sirait Adiarja Sirait IT Surabaya 10-779 10 Surabaya 9 778
7111/1996 28 E1013 Sidig Pranowo Sidig Pranowo Data Yogyakarta 10-878 10 Yopyakarta 11 878
7711991 33 E1014 Harsana Budiman Harsana Budiman dHuman Resource __Makarta 11-663 11 Jakarta 8 663
11/3/1998 25 E1015 Galar Halim Galar Halim IT Surabaya11-426 11 Surabaya 9 426
12/28/1988 35 E1016 Kardi Saptono Kardi Saptono Data Jakarta 10-459 10 Jakarta 8 459
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Email Date of Birth Age Empln'.-:: D First Last Full Mame Department Location Floor
raina.aryani-e@myskill.com 11/30/1955 28 E10D Raina Aryani Raina Aryani Executive Surabaya 10-B27 10
tari.anggraini-ef@myskill.com 10141988 355 E10D2 Tari Amggraini Tari Anggraini Human Resources lakarta 11-806 11
karen.riyanti-e@myskill .com J19F1G82 42 E1003 Karen Riyanti Karen Riyanti IT lakarta 10-584 10
titinaryani-c@rryskill com 172070000 24 E1004 Titin Aryani Titin Aryani Drata Yogyakarta 10-385 10
ilsa, utami {‘I?l':'n1l,'kki||.¢11m 1128199 330 E1005% llsa LMami Wsa Ltami Sales lakarta 12-766 12
jessica.hariyah-a@myskill.com 551982 42 E1006 lessica Hariyah lessica Hariyah Customer Service Surabaya 12-388 12
almira.hasanah-e@rmyskill.oom 1561959 25 E1007 Alrmira Hasamah Almira Hasanah Executive lakarta 11-5%4 11
sari astuti-e@myskillcom FASIGRT AT E100R8 Sari FELITL Sart AsTuti Sales Yogyakarta 12-654 12
auraraanggraini-efmyskillcom 171072000 24 E10d09 Burars ArgErain Aurcra Anggraini Human Hesources lakarta 10-851 10
vivi.andriani-e@myskill.com 21281904 300 E1010 Wivi Andriani Vil Andriani Sales lakarta 11-316 11
eka.nashiruddin-e@myskill.com 5f2f1%88 36 E1011 Eka Mashiruddin Eka Mashiruddin Human Resources lakarta 10-797 10
I adiarja.sirait-e@myskill.com 52171981 43 E1012 Adiarja  Sirait Adiarja Sirait IT Surabaya 10-779 10
sidig_pranowa-e@myskill_com M11f1996 2B E1013 Sidig Pranowe Lidig Pranowao Data Yogyakarta 10-878 10
harsana, budiman-e@myskill com FAEf1991 31 E1014 Harsana Budiman Harsana Budiman Human Hesources lakarta 11-663 11
galar.halim-e@myskill.com 11371958 25 E1015 Galar Halim Galar Halim IT Surabaya 11426 11
" kardi_saptonc-e@myskill.com 12291968 35 E1016 Kardi Saptono Kardi Saptono Data lakarta 10-459 10
sabar.situmorang-e@myskill.com /515997 2T E1017 Sabar Situmarang Sabar Sltumorang Sales Yogyakarta 12-465 12
dirmaz_rulkarnain-e@myskillcom 5f31/1996 28 E1018 [irnaz Julkarrain Dimaz Fulkarnain Custormier Service Surabaya 12-440 12
balapati, prasetya-e@Emyskill.com 11/15/ 1987 36 E1019 Balapati Prasetya Balapati Prasetya IT lakarta 10-E2E 10K
eja.widodo-e@myskill.com 11/25/15%%4 2% E1020 Eja Widodo Eja Widodao Human Resources Surabaya 11-611 11
prabu.haryanto-e@rmyskill.oom 9291991 32 E1021 Prabu Haryanto Prabu Hanyanto IT Surabaya 11-722 11

i

Project 2 - Data Validation

Create data validation features to improve data accuracy and consistency.
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/ Created dropdown lists
V/ Restricted invalid input
V/ Standardized data entry format
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Use conditional formatting to highlight important data automatically.
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Project 3 - Conditional Formatting Project

Tampilan
o S @~ 5% -~

- Email

Emaill

Data Alat

@ Hanya lihat

| Date of Birth Age Employee ID First

28 E1001 Raina
355 E1002 Tari
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24 E1004 Titin
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Anggraini
Riyanti
Aryani
Utami
Hariyah
Haszanah
AsT
Anggraini
Andriani
MNaghiruddin
Sirait
Pramowo
Budiman
Halim
Saplono
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Zulkamain
Prasetya
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Haryanto
Putra
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raina aryani-eg@myskill.oom 11/30/1985
tarl anggraini-e@myskill.com 10/14/1988
karan.riyanti-e@myskill.com Ti1a1982
fitin.aryani-e@myskil com 112012000
s, utami-egmyskil.com 32601892
jessica hariyah-ai@myskill.com 5/5/1882
almira.hasanah-e@myskill.com 1/6/1959
sarl asuti-e@myskil.com TMM98T
aurora.anggrainl-e@myskill.com 1102000
vivi.andriani-a@myskill.com 21281984
eka.nashinuddin-e@myskill.com 51211988
adlarja.sirait-e@myskill. com Si2111981
sidig_pranowo-e@myskillcom THAM 856
harsana budiman-e@myskill.com Tr991
galar.halim-ag@myskill.com 11131998
kardi.saptono-e@@myskill.com 121201988
sabar.silumorang-e@myskill.com A5M98T
dirmaz. zulkarmain-eg@myskill. com SI31M0996
balapall prasetya-e@myskil.com  11/17/1887
aja.widodo-a@myskil.com 11/25/18594
prabiu haryanto-s@myskill.com 22911991
cayadlputra-eg@myskil.com BA32001
A
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3 tari.anggraini-e@myskill.com

4  karen.riyanti-e@myskill.com

5 titin.aryani-e@myskill.com

6 ilsa.utami-a@myskill.com
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B almira.hasanah-e@myskill.com
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lisa Utami
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Vivi Andriani
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Karen Riyanti
Titin Aryani

lisa Utami
Jessica Hariyah
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San Astull
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Wivi Andriami
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Sabar Situmorang
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Location Floor City

Surabaya 10-827 10  Suabaya 9 a7 Age between 35 and 40

Jokara 11806 11 sakort seos

Jakara 10-584 10 Jakarta B 584

Yogyakarta 10-385 10 Yogyakarta 11 385

Jakarta 12-T86 12 Jakarta 8 766

Surabaya 12.388 12  Swabaya 9 388

Jakara 11-594 " Jakarta 8 584

Yogyakarta 12-65412  Yojyakarla 11 634

Jakarta 10-851 10 Jakarta 8 851

Jakarta 11-316 11 Jakarta B 316

Jakarta 10-797 10 Jakarta 8 a7

Surabaya 10779 10 Surabiya 9 778

Yogyakarta 10-8T810  Yogyakarla 11 878

Jakara 11-863 " Jakarta 8 863

Surabaya 11-426 11 Surabaya 9 426

Jakarta 10-458 10 Jakarta 8 458

Yogyakarta 12-46E12  Yogyakarla 11 485

Surabaya 12-440 12 Surabaya 9 440

Jakarta 10-828 10 Jakarta 8 828

Surabaya 11-611 11 Surabaya 8 611

Surabaya 11-722 1 Suwrabaya 9 722

Jakarta 11-807 1 Jakarta 8 807

H | 1 K L I

Departrment Location Flaar City Spasi Call
Human Resources Jakarta 11-806 11 Jakarta & 805
IT Jakarta 10-584 10 Jakarta 8 584
Data Yogyakarta 10-385 10 Yopyakarta 11 385
Sales lakarta 12-756 12 lakarta B 765
Customer Service Surabaya 12-388 12  Surabaya o 388
Exaculive Jakarta 11-594 11  Jakarta & 504
Sales Yogyakarta 12-654 12 Yogyakarta 11 554
Human Resources Jakarta 10-851 10 lakarta B 851
Sales Jakarta 11-316 11  Jakarta & 315
Hurman Resources Jakarta 10-797 10 Jakarta & 797
IT Surabaya 10-779 10 Surabaya 8774
Data Yogyakarta 10-878 10 Yopyakarta 11 878
Human Resources Jakarta 11-663 11 Jakarta & 663
Data Jakarta 10-459 10 Jakarta B 458
Sales Yogyakaria 12-485 12 Yogyakarta 11 465
IT Jakarta 10-828 10 Jakarta & 828

https://tinyurl.com/mwtxkvky

e 4 Highlighted duplicate values
e 4 Applied color indicators
o ¥ 0Organized status tracking
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Made data easier to analyze
and monitor visually.



Project 4 - Data Visualization

Create simple charts and visual reports from customer sales data.

Sales Subtotal per Category

Category Sub Total
Furniture Rp 471,254,400
Office Supplies | Rp 4,942,431,300
Technology Rp 12,081,6/1,8610
Created bar charts
Organized summary tables
WA Visualized sales

information

Subtotal by Category

Rp14,000,000,000
Rp12,000,000,000
Rp10,000,000,000
Rp8&,000,000,000

Rp6,000,000,000 Rp4,942,431,300
Rp4,000,000,000
Rp2,000,000,000

Rp4/71,254,400
Rp- S
Fumiture Office Supplies

Presented data in a more visual and
understandable format..

Rp12,081,671,810

Technology



Average Profit Margin and Quantity per Year

Year Profit Margin Quantity
2016| Rp 305,168 26.12
2017| Rp 337,216 25.73
2018| Rp 347,702 25.39
2019| Rp 340,754 26.46
2020| Rp 235,136 27.63
Annual Average : Profit Margin & Quantity
Rp400,000 28.00
Rp350,000 27.50
Rp300,000 27.00
% Rp250,000 2650 »,
E Rp200,000 26.00 E
E Rp150,000 2550 ©
Rp100,000 25.00
Rp50,000 24 .50

Rp-

2016 2017

mm Profit Margin e Quantity

2018 2019 2020

https://tinyurl.com/59tb93f3

24.00

Presented data in a more visual and
understandable format.



Project 5 - Gmail Label Organization

Categorized emails using Gmail Labels to improve workflow and administrative efficiency.

= M Gmail Q, label:myskil X T @ & 4 o

g Tulis Dari + || Kapansaja ~ || Adalampiran Kepada = Penelusuran lanjutan =

a-

Label +
B AMANATAX - Pajak (&)
B ASTRA Career 4
® B8PS 1 S
B Fara 2
B Fara Sonia
B GRAB 936 45
B Grab Indonesia 500
B Kereta Api Indonesia 1
B MysSkill
B Tiket.com 7
@ Upgrade -

Email Management & Organization
v/ Organized and categorized emails using Gmail Labels for efficient inbox management.
v’ Managed email grouping based on company, administrative tasks, and work priorities.
v Maintained structured digital communication and document organization.
v’ Improved accessibility and tracking of important administrative information.
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Certified Human
Resources Management

T

12798931

BADAN NASIONAL
SERTIFIRAST PROFESI
INDONESIAN PROFESSIONAL
CERTIFICATION AUTHORITY

SERTIFIKAT KOMPETENSI
CERTIFICATE OF COMPETENCE

No. 78300 4416 3 0001298 2024

Dengan ini menyatakan bahwa,
This is to certify that,

FARA SONIA
No.Reg.SDM.2044.00323.2024

Telah kompeten pada bidang
Is Competent in the area of

MANAJEMEN SUMBER DAYA MANUSIA
HUMAN RESOURCES MANAGEMENT

Dengan Kualifikasi / Kempetensi
With the Following Qualification / Competency

Skema Okupasi Staff Sumber Daya Manusia
Human Resources Staff Member Occupation Scheme

Sertifikat ini berlaku untuk 3 ( tiga ) tahun
This certificate is valid for 3 ( three ) years

lakarta, 29 Juli/July 2024

Atas nama Badan Nasional Sertifikasi Profesi
0On behalf of Indonesia Professional Certification Body
Lembaga Sertifikasi Profesi MSDM Mandiri
Professional Certification Body of MSDM Mandiri

Hartond Tanudiredja
Ketua
(Chairman)

CERTIFICATION

SGB VA Canva Masterclass

Advanced Microsoft Excel Certification

Certificate of Completion
MysSkill Intensive Bootcamp po

MICROSOFT EXCEL BASIC TO ADVANCED: FFFETURS
FULLSTACK INTENSIVE BOOTCAMP

Fara Sonia Batch 27

May 24, 2025 - June 26

2 CERTIFICATE

This certificate is presented to

%

For full participation in the 2-Day Masterclass: This certificate is awarded to:
“Kerja Fleksibel dengan Canva, Siap Dilirik Klien Internasional”

held on May 5-6th, 2026 and successfully completing all assignments

June 29, 2025
\ g,

Angga Fauzan
CEO Myskill

Founder of SGB VA
Course & Community

.

Nomor Sertifikat :

0930/ATBREVETAB /11 /2026 . .

#._.cre SERTIFIKAT |

PENDIDIKAN DAN PELATIHAN BREVET PAJAK A&B
05&’9»5@4& gepa’cf&

Fara Sonia, S.M.
Nomor Peserta: 11.2025.28.0930 I .
l

LULUS

‘ . Berdasarkan Kepesertaan dan Pelatihan khusus Brevet Pajak A&B yang
diselenggarakan Oleh AmanaTax By PT. Amanah Media Edukasi serta Kantor
I Konsultan Pajak Taufik Hidayat, SEI,M.Ak.,BKP.,CTP., CTA., A-CPA. Selama Total
21 (Dua puluh satu) kali kelas pertemuan online (Selama 3780 Menit)

sejak 28 November 2025 sampai dengan 23 Januari 2026 Certiﬁed TaX Brevet A & B
(Education & Training)

AKTANOTARIS 103 TANGGAL 16 DESEMBER 2017 £

SK, KEMENKUMHAM : AHU-D055395.AH.01.01.TAHUN 2017 : i

IZIN PRAKTEK KONSULTAN PAJAK 1 KEP-6966/IP.B/P1/2020 = i

1ZIN LEMBAGA KURSUS & PELATIHAN : 50315/106/DPMPTSENII2024 TAUFIK HIDAYAT, SEl.,M.AK..BKP.,CTP.,, CTA., A-CPA
NOMOR POKOK WAJIB PAJAK : B4.808.327 5-435.000

DIREKTUR AMANATAX BY PT AMANAH MEDIA EDUKAS!
MANAGING PARTHNER KANTOR KONSULTAN PAJAK TAUFIK HIDAYAT

NOMOR INDUK BERUSAHA 1 1806240014025




Let's Work Together!

(+62) 87888538107

9 farasoniaaa@gmail.com
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By Fara Sonia

THANKYOU

farasoniaaa@gmail.com
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