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About Me

I am Anin from Bali, Indonesia. I have experience on Administration, Office Management, Project Coordinator and Management,
Operation, Personal Assistant and Budget Control.

My experience has given me a well-rounded skill set, with a strong focus on project management, where I’m able to handle
multiple responsibilities, keep projects on track, and deliver results efficiently. I am a quick learner, a dedicated problem
solver, and a dependable team player who thrives in fast-paced environments.

Short Summary



Education

Business Management Office Administration

2010 - 2014 2007 - 2010

University of
Muhammadiyah Malang

SMK N 1 Turen



Skills &
Competencies

Hard skills Soft skills

Management Office / Operational
 Management Project /
Construction
 Personal Assistant / Executive
Assistant
 Construction Administration
 Stock Control 
Accounting 
Administration 
Costing and Procurement

Communication
Fast learner
Problem solving minded
Teamwork
Hard worker



Work
Experience

2022 - present : Office Manager / Construction Administration Manager
2021 - 2022 : Senior Administration Manager
2019 - 2021 : Personal Assistant to Head of Construction

2019 - present

PT Bamboo Pure

General Accounting / Operational Manager

2015 - 2019

NUQU GROUP
- PT Ruang Indah (Nuqu LightScape), Bali
- PT Nuqu Living Design, Bali
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Email Management



Email Communication



Email Communication



Schedule Management



Google Drive
Management



Google Drive
Management

Shared Drive

Construction Drive



Google Drive
Management



Construction Dashboard Management



Clickup Management



Project Involvement
1.Area 15 Sanctuary, Las Vegas

2.V&A Museum Exhibition, London
3.Dubai Expo 2020 ICD Pavilion, Dubai
4.Yoga Nirjhara, Tabanan
5.Green School Gym – The Arc, Abiansemal, Bali
6.Green School Sangkep, Abiansemal, Bali
7.Green Camp Activity Space, Abiansemal, Bali
8.South Quay Bamboo Flower, Kuta, Bali
9.Om House, Sayan, Bali

10.Mari Beach Club, Batu Belig, Bali
11.Villa Taman, Pererenan, Bali

12.Green Village Echo Main House, Abiansemal, Bali 
13.Green Village Eclipse Extension, Abiansemal, Bali
14.Bambu Indah Treehouse, Abiansemal, Bali
15.Alchemy Yoga Center, Ubud, Bali
16.Bocas Panama Treehouse furniture, Panama
17.Bale Mega Seragi, Pekalongan
18.Alchemy Yoga Center, Uluwatu, Bali
19.Waterbom, Kuta, bali

20.The Jewel Pavilion, Rayong, Thailand
21.Kaway’an Eco Village Pavilion, Cavite, Philippine

22.Family Home Blumbungan, Abiansemal, Bali
23.Secret Garden Blumbungan, Abiansemal, Bali
24.Communal Area Blumbungan, Abiansemal, Bali
25.Fallows Residence Blumbungan, Abiansemal, Bali
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Thank You


