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INTRODUCTION

Bismillah... Assalamualaikum Warrahmatullahi Wabarakatuh

Welcome to my professional portfolio, where the art of persuasive copywriting
meets the precision of efficient administration.

| am Dias, a committed professional with expertise in crafting impactful narratives
and executing administrative processes that enhance engagement, strengthen
brand presence and optimize operational efficiency.




With over 20 years of professional experience in administration and marketing, |
have developed strong expertise in creating tailored content that resonates with
target audiences while ensuring seamless and efficient business operations.

My combined background in business administration and marketing, allows me to
bridge the gap between compelling copywriting and effective marketing

strategies, delivering messages that not only engage but also drive results.
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......
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This portfolio presents a curated selection of projects
that demonstrate my combined expertise in niche
copywriting, administrative management, and lead
generation.

From crafting persuasive marketing content to
overseeing critical administrative functions, each work
reflects my dedication to delivering quality, driving
engagement and achieving measurable results.



My essential contribution

Copywriting :
Creating engaging content that technical structure and creative

expression to capture attention and inspire action, with the goal of
encouraging the target audience to explore the product portfolio.

Business Administration :

Handling daily office administration, scheduling and coordinating
meetings or events and managing documents. In marketing, |
conducted market research to understand trends and customer
needs, managed branding to build a strong brand image, and
cadrried out lead generation activities — all aimed at driving sales
and revenue growth.



COPY WRITING

The skill of writing persuasive text to promote products, services, ideds, or brands and
encourage the audience to take action or engage.

ADMINISTRATION TASKS

the tasks ensure that business processes run smoothly and efficiently to support the
overall goals of the business. ‘




Copywriting is a vital element of effective marketing and communication

strategies.

It merges creativity with strategic intent to craft messages that not only inform but

also inspire action, making it an indispensable skill in businesses.




SAMPLE OF
COPYWRITING

AUTO REPLY FOR WELCOMING
GREET

Bismillah ...
Assalamualaikum

Welcome to Metime Fresh!
“Easy Healthy” Family’s Choice

Thank you for reaching us out.
We are very happy to serve you
by offering a variety of healhty,
plant-based beverages to keep
you refreshed and energized.

How can we assist you today?

Please choose an option below:
1) View Our Product Range

2) Make an Order

3) Customer Services

Just reply with the number
corresponding to your choice
and we’ll assist you promptly!
Metime Fresh team



SAMPLE OF
COPYWRITING

AUTO REPLY FOR BREASTFEEDING
PACKAGE’S OFFER




SAMPLE OF
COPYWRITING

PERSUASIVE EMAIL

By chat message :

Dear Sir, good morning. Hope you’re doing well. Apology if | have to
remind gently for: 1) the artwork approval which | sent to you a week ago
during our weekly meeting. Based on timeline, it should have been
published in the |G account by yesterday. Any comment please feel free
to let me know 2) as we noticed that within this month there are few
public holidays which impacts to decrease effective working days as
agreed in my contract agreement. | would take myself compensation,
either deduct according to the actual number of working days to my
upcoming salary or extend my working hours in the next month only.
Appreciated if we could meet up tomorrow at your convenience 1o
discuss further. look forward to hearing you Thank you

New message

«->0 Q

To... client@gmail.com

SUbjECt._. Outstanding Issues

By email message :

Dear Sir, good morning.

Hope you’re doing well i i i
g well. | am sending you this email concerning the issues which need to discuss with furth
you further:

1) The artwork approval Based i
t on agreed timeline, it should i i
o e e 4 ced t 3 ould have been published in the IG
ys in this month which impacts to decrease effective working days, | w;lfliio;‘:l:ebliyesrferday- ot
3 yself compensation,

either deduct according to the

actual i

e ot oty number of working days to my upcoming salary or extend my working hours in th
e

Appreciated if w i
e could meet up and discuss further in the ext weekly meeting at your conveni
nience.

look forward to hearing you
Thank you




These are activities that support the smooth and efficient operation of an
organization.

They ensure that business processes run seamlessly, resources are managed
effectively, and employees receive the support they need to perform their roles
successfully.



DATA
PROCESSING

Data processing is a systematic
approach involving the collection,
transformation, and analysis of data to
derive meaningful insights.

The results are as follows:
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Upwork Optimization
Tiktok Marketing

Project Management
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i Microsoft Excell
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‘Communication Skill Mienyusun CV & Portofolio

Content Management
Contract Drafting
Creative Writing Skill
Digital Ads Campaign
‘Digital Operation Tools
1G Marketing

Marketplace Marketing

Linkedin Optimization

Subjects

Landing Page Design (Canva Site)

lobdesc & SOP Drafting

IG Marketing

Digital Operation Tools

Digital Ads Campaign

‘Jobdesc & SOP Drafting

fLanding Page Design (Canva Site)

Linkedin Optimization

Marketplace Marketing

:Menyusun CV & Portofolio

Microsoft Excell

Project Management

Tiktok Marketing

Upwork Optimization

fWA Business Marketing
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Creative Writing Skill
Contract Drafting
Content Management

Communication Skill
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sa m p I e : Most Popular Mentors by Inquiries
Most Popular Mentors

wina WidyanaF. [}
Wina Widyana i}
Risna Maulina

Lis Tuti

o
2
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L Indah Desta, Dyah Rachmawatie

e Py

Mentors

Indah Desta

‘Communication Skil
Content Management
Contract Drafting
Creative Writing Skill
Digital Ads Campaign
‘Digital Operation Tools

1G Marketing

‘Jobdesc & SOP Drafting
fLanding Page Design (Canva Site)
Linkedin Optimization
Marketplace Marketing
:Menyusun CV & Portofolio
Microsoft Excell

Project Management
Tiktok Marketing

Upwork Optimization

fWA Business Marketing

Dyah Rachmawatie

Diah K. Dewi

Aprilia Widyantika

andini putri 7. [
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Sample:
Most active Inquirers
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Aldrina Widya Larasati

Annysa Nur Mala Sari

‘bella anggi afisha

Clara mahardika

'Dias Ardini Kartosudjono

'Eka Hijrianti Nur Qolbi

‘Elma Riniarti

‘Farida Ns

Participants

Juliana

L. Andriyani

Lela Rohmayanti

Lusiati Neviningtias

‘Neneng Rohaeniah

Rahmani Kartika Ayu

‘Rizki Amalia

Safitri

Siti Hajar Hutasuhut

Sut Frianti

Sut Frianti PJ
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‘Syafaati Rahmaniyah
Suryo

[y

‘Yeni Samsiwiharti

‘Yoshinogi Fitria

Yoshinogi Fitria

Yeni Samsiwiharti
Syafaati Rahmaniyah Suryo
Sut Frianti PJ

Sut Frianti

Siti Hajar Hutasuhut
Safitri

Rizki Amalia

Rahmani Kartika Ayu
Neneng Rohaeniah
Lusiati Neviningtias
Lela Rohmayanti

L. Andrivani

Juliana

Farida Ns

Elma Riniarti

Eka Hijrianti Nur Qolbi
Dias Ardini Kartosudjono
Clara mahardika

bella anggi afisha
Annysa Nur Mala Sari

Aldrina Widya Larasati

o

Most Active Inquirers
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EMAIL
MANAGEMENT

Involves systematically organizing,
prioritizing, and managing email
communications to ensure efficiency.
This process is vital for maintaining
productivity, enabling timely
responses, and effectively managing
information in both personal and
professional settings.
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Pl Edvin Atking Fy To! Katri Ahokas, Serena Davis, Chris Naidk S
=] Surprise Birthday Planreng 632 AM .
P Invoices 2 P toaem, My Angela's Birthday =
a v Today | hope you're all doing well. Let's get together
v katyreid@outlook.com anticipated LPCOmMing evant anmauncemaent. 300 AM  S&M Strategy Update
3 Mona Kane call to pction, ard visusl assets. Share your © o Micrasak Tadme M::
@ © i . Event Announcement Content €. 355 PM visuaily appealing content package. S .
: Fanning Hi team. | hope you're alf doing, .
a % Drafts » Locking forward 20 your input, and lat's make I 1100 A Lunch with Cassandra
- Wmin  Fourth Collew
3 Contoso Airlires . Bost rogards.
B Sent ltems Your flight reservation & confirmed 241 PM Mone
Hi Katri, your flight ta Charotte is confirm... -
W Deleted Items
i g — ~
! Daisy Philips \ Ropty || % Repiyon Fon N vzo0m Group Sync
E .’II‘C"“}E w wl:'t!hﬂp ®16 AM h Mrrosclt Trarm Meetrg
Hey Katri, | know this is last minute, but do, . Daisy Phiip ® o
Samgy P e’
> katriD487 @gmail.com
v  Yesterday | 10 Joia Toorns mesting |
> hmI?mm-m Amanda m
>
% Apartment Parking Spot Opening 138 PM
#® Add account Hey Katn, | hope this email finds you well | 430Pm [ Team Audit
Th WMorcsoht Teans Meeang
. Chris Naidoo @
Thanks for joining our networki... 12:30 PM Tomarrow - Wed. Nov 8

Outreach | +i Katri, we want to thank you fo...
=+ New event




CALENDAR
MANAGEMENT

Involves organizing, scheduling and
coordinating time-related activities to
maximize productivity and efficiency.
Effective calendar management helps
in maintaining a balanced workflow,
reducing stress and improving overall
productivity.

1zZ00

bob's meeting / /
2| J |
1300 /
New recruiting
Frodram
g 10 I
18] 17 18
00!’19&’&'(:6_- 00!’?0!’&'{;_
weekend Weekend
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Calendar Management oo

Oct - Nov 2023

= m Calendar
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30

Research & Wriimg
1:30 — 3pm

Respond o Important
Emnaiis
3:30 - 5pm

TUE

31

Marketing Webinar
10 - 11:30am

Lunch with
Colleagues
12:30 - 2pm

Chent Follow-ups
3 —430pm

Personal Yoga
Session
&— &30pm

WED

Phone Calls with Mew
Clhients
3:30pm

Social Media Planning
4 - 5230pm

THU

Chent Strategy
510N

D - 11:30am

Lunch and
Motworking Event
12 = 1:30pm

Ematl Clean-up &

Organization
230 — 4pm

Biog Confent Creation
430 — 6pm

Monthiy Review
Meeting

Personal Emand
10— 17130em

indusiry Research
1:30 — 3pm

Poersonal Time & Read

a book

i i Relaxation & Exercise
4:30 - 6pm




ACHIEVEMENT

As part of my commitment to
professional growth and excellence, I
have pursued various -certifications
that enhance my expertise and stay
current with industry trends. These
certifications reflect my dedication to
learning, my ability to adapt to new
technologies, and my readiness to take
on new challenges.

CERTIFICATION &

~ CERTIFICATE

OF COMPLETION
No : 318/SVAMC /B4-05-24

This Certificate is proudly awarded to:

Dias Ardini Kartosudjono

Haos completed the "Virtual Assistant Master Class Batch 4”
held by Teman Kreativ from April 29 to June 8, 2024,

-y
. - ‘
DIAH KUSUMA DEWI TENIA NOVALIA

Founder Teman Kreativ Project Officer i

Teman
-V Kreativ

-
P

w W

- ('. 13

A o
L L]

CERTIFICATE OF Y
COMPLETION Sy

This certificate is proudly
presented to

Dias Ardini Kartosudjono

for completing the SGB Virtual Assistant Online Training
held on October 17th, 2023 - Novemnber 24th, 2023

Singapore, Movember 24th, 2023

I4

\

I TATIANA GROMENKO

Founder of
SCB VA Course

CERTIFICATE

OF COMPLETION

THIS CERTIFICATE IS PROUDLY
PRESENTED TO

Dias Ardini Kartosudjono

for completing the Basic Virtual Assistant and
the Advance Gniine Training

Batch &
hald on January 12th, - February D2th, 2024

South Tangerang. February 03th, 2024

Bntty%:riyanl
Founder of Bhavana right Trgs VA Course



ACHIEVEMENT

This page showcases some of the key
milestones, recognitions, and
successes [’'ve achieved throughout
my remote career. These
accomplishments reflect my
commitment to excellence,
innovation, and continuous
improvement in everything I do.

CERTIFICATION &

“CERTIFICATE

-

i,
(53 CERTIFICATE OF ACCOMPLISHMENT .
W a

This certificate is proudly presented to

Teman
-V Kreativ

OF APPRECIATION
NO :128/SVAMC-CS[/B4-05-24

This Certificate is proudly awarded to:

Dias Ardini Kartosudjono

As "Top 3" from the Business Class of the "Virtual Assistant
Master Class Batch 4" held by Teman Kreativ, from April 29 to
June 8, 2024,

wl A

DIAH KUSUMA DEWI TENIA NOVALIA ‘R_\‘* “I._"
Founder Teman Kreativ Project Officer /;h et
®
/ Zs -

“\ DATA ENTRY DEEP DIVE BITRE COURSE BATCH-1

Dias Ardini Ruly

for participating in the Career Development Program held on
July 30th, 2024 - August 19th, 2024

Singapore, August 21st, 2024

M

~
TATIANA GROMENKO

Founder of Career Development

h Program by SGB VIRTUAL ASSISTANT

SERTIFIKAT

Dengun bﬂl’tggﬂ dlpe(sembahkan Iﬁepﬂdﬂ:

Dias Ardini Kartosud jono

sebagai

Peserta Data Entry Deep Dive Bitre Course Batch 1(23-24 Juli 2025)

Y
)
-

Peserta telah menunjukkan kehadiran aktif serta pencapaian yang baik
dalam memahami materi yang diajarkan.

1 L
[
. ; : y ;
S -~
1

Betty Mariyani Hanem Yoga Bintore
i




PROJECT
EXPERIENCES

My VA project experiences have
allowed me to work closely with
clients in both B2B and B2C markets,
providing tailored solutions that
enhance operational efficiency and
drive user engagement. From
managing complex workflows to
delivering personalized support, each
project has sharpened my ability to
meet diverse business needs. business
goals and user expectations.




B2C: | i i
Email Marketer
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arlisan fakecloogy

Thiaris g Ter cheaging
AMRITA'S ARTISAN BAKECLOGY

W'n cant wot for yod 10 eepereTice
e aiedlablecamliong

Dear =< Test Last Name ==

Thank you for shopping with Amrita’s Arfisan Bakeology!

e hope you enjoy every bite of your delicious treats.
We'd love to hear about your experience. Share your thoughts and phetos with us on socisl media

# [Eamritss sg
“Your fesdback helps us bake better every day!

iy ; .
Wl Lo Ui s P tun daker ackds 8 Louch af msghe Lo yout
celebrat o f you snap any phatos, please tag @3 an Insizgram
u__ J HE Eovnrbas Ay - iUy alweys wancer(ul b see gur cresticn i sobon!

By EREmE or rasd AL SO S £ RACA ca 01 +0E BN D00

smeska g

Gat & creative recipe or 3 fun way to enjoy our cakesT Share your ideas and tag us for a chance
to be festured on our page!

Thnag e B g § A P AT S S PR CNA T el P I LA pESSNEE TS Mg o AR N
\Warm regarnds,
Amritz Dhillon

Founder, Aminta's Artisan Bakeology

i el o DSt

Amila's frisan Bakenkogy Fha. Lod. + TE Joo Beng Road - Joo Song Haighis - Singdpom 350048 - Einpacons

e
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B2C:
Testimony

e

Client
Testimonial

Dias showed potential in her work,
but there is room for growth in
both technical skills and
participation in the project. With
maore practice and a stronger
focus on the details, Dias has the
opportunity to significantly
improve her contributions.

Amrita Dhillon

Founder of Amrita's Artisan Bakeology

SUPERVISOR
\ TESTIMONIAL

ALITA FARAH DIANA
CDP EMAIL MARKETING
SUPERVISOR

99

Dias showed a willingness to learn and improve, but
her technical skills and lack of participation in group
discussions held her back. With more practice and
engagement, Dias could become a more valuable
Virtual Assistant for email marketing.




B2B : Copywriter for

Linkedin Account
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& CoFounder @ MARKAKA | Streamlining Cperations Management | &
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Haw 1o Bring Positive Energy 1o the Table in Meetings

Good Morning Everyone!
In today's fast-paced business world, ereating a positive atmosphere
during meetings can make all the difference in achieving our goals,

1 'would like 10 share 5 strategies | normally do to stay positive in
meetings, even if | don’t like the subject of the people (Oops! | am only
human)

Swipe next to read the detalls T EIEE

#Sharing nssmteqlesmennnposnmw

AMARIKAKA #Busi Busi Efficiency
#0ptimalisasiProses ﬂu&lﬂmﬂnﬂomﬂon #ChangeManagement
#BusinessStrategy £p .

Haow to Bring Positive Energy to the Table in Meetings - 9 pages

r =, N

How to Bring Positive Energy
to the Table in Meetings

n todays la
creating o
meatings con
achieving our g
Hore ara five
positive in me
crazy about th

@ Leave your thoughts hete. @
= ® 4
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. Monigue Alamsjah - Foilouing
( ] CoFaunder @ MARIKAKA | Streamlining Gperations Management |
\ { lw - Edited @

Hi Everyoned Dengan solusi teknologi terintegrasi dan stralegi yang tepal,
Rumah Sakit dapat mewujudkan Green Hospital melalul pemantauan dan
pengelolaan penggunaan energi secara efektif.

Dari 4 solusi teknolag untuk efisiens energi im, yang mana yang paling
menarik menurul Anda? Let's discuss in the comment. &

MARIKAKA - Operations Management System

FMARIKAKA

#GreenHospital
#EfistensiEnergi
ElnovasiTeknologi
#DataDrivenDecisions
#Company Transformation
#OperationalExcelience
Hipstransformasidigital

Show translation

Siap Beralih ke Green Hospital? + 3 pages

Siap Beralih ke Green Hospital?
Awali dengan Efisiensi Energi
untuk Mencapai SDG!

. SE|spTaslnn . ;

(Interesling) (Very helpﬂll) (Insightful) (che this}

@ Leave your thoughts hete. @
[ ] ® 4
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< Monique Alamsjah - Fotiowing

ra
|'& CoFounder @ MARKAKA | Streamlining Cperations Management | -
A y Imoc®

Hi Everyone! Dari postingan yang kemarin, ada yang pernah tesbayangkan
kah? Bagaimana Rumah Sakit dalam menangani limbah B3-nya? Hampir
setiap hari para f selalu meng kan alat-alat pendukung nya
seperti Alat Pelindung Diri (masker, sarung tangan, haircap), dan juga di
bagian penanganan pasien seperti penggunaan jarum sunlik, kapas,
perban, infus, dan lain-lain.

Barang-barang yang sudah digunakan tersebut akan menjadi limbah yang
cukup berbahaya Iho. Jika tidak ditanganl dengan baik dapat menjadi
ancaman Serius.

Sekarang inl dengan adanya kemajuan teknologl modern, ada sistem
pendukung yang dapat membaniu mengelola limbah B3 tersebut. Sistem
ini banyak menawarkan selusi untuk menanggulangi dampaknya
terhadap lingkungan, mulal darl slstern pemilahan limbah hingga
pemantauan yang efisien.

Manfaat yang dapat dirasakaen darl sistem tersebut di antaranya
1) Membaniu Mengurangl Limbak

Melalul Waste Management System (WMS), limbah medis dapat dipilah

berdasarkan jenls limbah secara otematis, yaitu dengan menggunakan
sensor dan algoritma cerdas.

2) Meningkatkan Efisiens Pengelol

Aplikasi pamantauan limbah (WastaTrack) ini sangat membantu staf
rumah sakit untuk memantauw jenis, volume, dan lokasi limbah medis
secara real-time.

3) Mendorong Prakiik Berkelanjutan (Sustainability)

an kan Green Care Hospital, yaitu program untuk mendaur
ulang limbah p|aatllt dan kertas, limbah yang terkurnpul tidak hanya
diproses tetapi juga dijedikan bahan baku produk baru yang dapat
digunakan di rumah sakit.

@ Leave your thoughts hete. @
= ® 4
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Pleage share your Insight and experience how tallored | T solutions can

n your dally operations, &=

HMARIKAKA #HospitallTArchitecture

#streamlineyourcost
#Digital Transformation
#HinovasiTeknologi
#DataDrivenDecisions
#Company Transformation
#OperationalExcellence
itipstransformasidigital

Strengthening Hospital IT - 10 pages

=

Strengthening Hospital IT:
nobustSewmy Scalable
Architecture, -ndmsm

a You and 10 others

Page 01

I today's heal
T framaework
mﬂnnﬂ?ﬂ

Hora ot 3

1 comment = 1 repost

(Interesling) (Useful tips) (Insighthﬂ) (Ver)r informi!

@ Leave your thoughts hete.
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