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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). I have experience managing data, preparing reports,
organizing documents, monitoring inventory, and supporting
daily administrative operations with accuracy and efficiency.

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

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

ABOUT ME



Project 1 - Customer Data Cleansing
Clean and organize raw customer sales data using Microsoft Excel.

Before After

✔ Removed duplicate data
 ✔ Fixed invalid email formats
 ✔ Standardized date formatting
 ✔ Cleaned inconsistent capitalization
 ✔ Organized customer database

Note: Practice Case Study https://tinyurl.com/4aw2dnz2



Project 2 - Data Validation
Create data validation features to improve data accuracy and consistency.

Before

After

✔ Created dropdown lists
 ✔ Restricted invalid input
 ✔ Standardized data entry format

Improved data consistency and 
minimized manual input errors.

https://tinyurl.com/ywx5pzsw



Project 3 - Conditional Formatting Project
Use conditional formatting to highlight important data automatically.

Before

After

☑ Highlighted duplicate values
☑ Applied color indicators
☑ Organized status tracking

Made data easier to analyze 
and monitor visually.

https://tinyurl.com/mwtxkvky



Project 4 - Data Visualization
Create simple charts and visual reports from customer sales data.

☑ Created bar charts
☑ Organized summary tables

☑ Visualized sales
information

Presented data in a more visual and
understandable format..



Presented data in a more visual and
understandable format.

https://tinyurl.com/59tb93f3



Project 5 - Gmail Label Organization
Categorized emails using Gmail Labels to improve workflow and administrative efficiency.

Email Management & Organization
✓ Organized and categorized emails using Gmail Labels for efficient inbox management.
✓ Managed email grouping based on company, administrative tasks, and work priorities.

✓ Maintained structured digital communication and document organization.
✓ Improved accessibility and tracking of important administrative information.



TOOLS AND PLATFORM 



CERTIFICATION
SGB VA Canva Masterclass

Certified Human 
Resources Management

Advanced Microsoft Excel Certification

Certified Tax Brevet A & B 
(Education & Training)



Let's Work Together!Let's Work Together!

(+62) 87888538107

farasoniaaa@gmail.com



THANKYOU

By Fara Sonia

farasoniaaa@gmail.com
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