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I help coaches, consultants & entrepreneurs build stronger teams and scale their

businesses without the overwhelm.

With 15 years as an HR generalist in construction project management, I bring

real operational discipline and people-first thinking to every client I support.

How I Can Help You
     HR Support — recruitment, onboarding, HR policies & people strategy backed

by 15 years of hands-on experience

     Email Marketing — campaigns that nurture leads & drive conversions

     Market Research — competitor analysis & data-driven insights

     Admin Assistance — reliable day-to-day support 

What you get: People-first strategy. Structured execution. Valuable time back

Ready to build smarter? Let's explore my portfolio.

KNOW MORE ABOUT ME



our services

Email Campaign Creation 
Subscriber List Management
Analytics & Reporting

Identify Trends & Consumer Behavior 
Competitor Analysis & Monitoring
Strategic Recommendations 
Reporting 

Calendar and inbox management
Document creation 
Data entry
Travel arrangements.

Recruitment & Onboarding
Employee Relations 
Culture and Engagement
Payroll & Benefit administrative.

Human Resources Generalist Email Marketing

Market Research and
Competitor Analysis

Administrative Assistant



work sample

Human Resources Generalist Email Marketing

Market Research and
Competitor Analysis

Administrative Assistant

Please
Click

photo to
details



work sample

Interview candidates with complete document
according project requirements.
Coordinate orientation, training, and induction
programs with recorded attendance sign.
Prepare all PPE and identification cards.

Recruitment & Onboarding

Operational Efficiency for recruitment and onboarding.
Compliance & Safety with documented attendance & PPE.
Employee Morale and motivation.
Risk Reduction with Proper PPE minimize accidents.
Reputation & Trustenhance the company’s image with 

      clients, auditors, and employees.

Impact :

Action :



work sample Payroll & Benefit administrative

Support payroll processing based on position as per
contract agreement and attendance records within the
system.
Maintain attendance records and coordinate with field
managers. Accuracy in Payroll:

Aligns payroll with labor laws and company policies,
minimizing legal risks.
Streamlined payroll processes save time and resources
Reliable attendance and payroll records strengthen
audits and reporting.

Action :

Impact :



Email Campaign setup and scheduling by Mailerlite.
Design and implement direct welcome email marketing
by Mailerlite.
MailerLite allows to tailor welcome emails based on
subscriber preferences, making the message more
relevant and impactful.

WORK SAMPLE

Impact :

Action :

Email Campaign Creation

Stronger brand positioning through professional onboarding.
Faster subscriber growth with qualified leads.
Improved engagement metrics (open rate, CTR, conversions).
Sustainable community loyalty and advocacy.
Better sales performance from guided product exploration.

Please
Click to
details

https://preview.mailerlite.io/preview/2234181/emails/183715161009292583
https://preview.mailerlite.io/preview/2234181/emails/183715161009292583
https://preview.mailerlite.io/preview/2234181/emails/183715161009292583


Brand Trust & Positioning
The landing page acts as a conversion funnelst & Positioning
Engagement & Retention,Automated email sequences keep
subscribers engaged.
Higher Conversion Rates
Community Building

Create landing Page and lead magnet use Mailerlite : 
Offering lead magnet strategy.
Trusted positioning brands and audience.
Action sign up subscriber to engage, explore product,

      joint community and set preferences.

work sample Subscriber List Management

Action : Impact :

Please
Click to
details

https://www.canva.com/design/DAHETRZS5JI/o8mOrg5IE0y-yCCsUST26Q/edit
https://preview.mailerlite.io/preview/2234181/emails/183715161009292583
https://preview.mailerlite.io/preview/2234181/emails/183715161009292583
https://preview.mailerlite.io/preview/2234181/emails/183715161009292583


WORK SAMPLE Market Research 

Conduct research on industry trends, customer
preferences and competitor strategies with
strenghs and weakness.
Collect and analyze data surveys (reports,
databases, social media).

Action : Impact :
Strategic Positioning to aligning with industry
trends.
Product Development
Competitive Advantage Benchmarking strengths
and weaknesses helps identify market gaps.
Risk Mitigation

Please
Click to
details

https://ap.wps.com/l/cbPaecjhIOGnmzL5
https://ap.wps.com/l/cbPaecjhIOGnmzL5
https://ap.wps.com/l/cbPaecjhIOGnmzL5
https://ap.wps.com/l/cbPaecjhIOGnmzL5


WORK SAMPLE Competitor Analysis

Prepare competitor benchmark reports,
covering pricing, product features,
marketing campaigns, and distribution
channels.

Competitive Pressure Benchmarking reveals
areas.
Strategic Opportunities
Risk Mitigation
Decision-Making Support with actionable
insights

Action : Impact :

Please
Click to
details

https://ap.wps.com/l/cbPaecjhIOGnmzL5
https://ap.wps.com/l/cbPaecjhIOGnmzL5
https://ap.wps.com/l/cbPaecjhIOGnmzL5


work sample

Action :
Increased Efficiency
Better resource allocation and reduced errors
Keep projects on track and prevent bottlenecks.
Accurate reporting and coordination ensure 

      business goals.

Impact :

Weekly Calender Management with detail

Scheduling and colour coded categories.

Manage schedule and meeting with time detail

and reminder.

Calender Management



work sample

Email Management,automatically  sort
prioritize,categorize on specific criteria
by assigning different labels

Email Management

Efficiency & Productivity
Improved Communication Quality
Risk & Compliance Management
Customer & Stakeholder Satisfaction
Strategic Insights

Action : Impact :



TESTIMONIAL

I've collaborated with Ardiana on TENNETH PROJECT PT.

McDERMOTT INDONESIA until now. She's been very hands-

on and professional in leading a large team of employees

from the first recruitment process through the project's

completion, ultimately achieving is zero LTI.

I’ve collaborated with Ardiana for more than 10 years in a

waste management company, her position is HRM, under her

leadership the company experienced improvements in all

departments. She is a person who is agile, diligent, can read

the situation and we complement each other.

Mr. AAS SETIAWAN
GENERAL MANAGER 
Hazardous Waste Management 
PT.DESA AIR CARGO BATAM

Mr. MG
PROJECT MANAGER
TENNETH CLIMATE CONTROL PROJECT
PT.McDERMOTT INDONESIA
PT.HWAEYON ENG INDONESIAThey said



I’M PROFICIENT WITH

TOOLS THAT

General Task Tools

Research & Creative Tools



ardiana sari

Let’s Connect

linkedin.com/in/ardiana-sari

ardianasari1512@gmail.com

and Explore How I Can Support Your Business

ardianasari_va

 | Virtual Assistant

http://linkedin.com/in/ardiana-sari-7a969510b
http://linkedin.com/in/ardiana-sari-7a969510b
http://gmail.com/
https://www.instagram.com/p/DWgxOVtkiiB/?utm_source=ig_web_button_share_sheet&igsh=ZDNlZDc0MzIxNw==

	virtual assistant
	PORTFOLIO
	By Ardiana sari


	KNOW MORE ABOUT ME
	our services
	Human Resources Generalist
	Email Marketing
	Market Research and Competitor Analysis
	Administrative Assistant

	work sample
	Human Resources Generalist
	Email Marketing
	Market Research and Competitor Analysis
	Administrative Assistant

	work sample
	Recruitment & Onboarding
	Action :
	Impact :


	work sample
	Payroll & Benefit administrative
	Action :
	Impact :


	WORK SAMPLE
	Email Campaign Creation
	Action :
	Email Campaign setup and scheduling by Mailerlite.
	Design and implement direct welcome email marketing by Mailerlite.
	MailerLite allows to tailor welcome emails based on subscriber preferences, making the message more relevant and impactful.

	Impact :
	Stronger brand positioning through professional onboarding.
	Faster subscriber growth with qualified leads.
	Improved engagement metrics (open rate, CTR, conversions).
	Sustainable community loyalty and advocacy.
	Better sales performance from guided product exploration.



	work sample
	Subscriber List Management
	Action :
	Create landing Page and lead magnet use Mailerlite :
	Offering lead magnet strategy.
	Trusted positioning brands and audience.
	Action sign up subscriber to engage, explore product,
	joint community and set preferences.

	Impact :
	Brand Trust & Positioning
	The landing page acts as a conversion funnelst & Positioning
	Engagement & Retention,Automated email sequences keep subscribers engaged.
	Higher Conversion Rates
	Community Building



	WORK SAMPLE
	Market Research
	Action :
	Impact :
	Please Click to details


	WORK SAMPLE
	Competitor Analysis
	Action :
	Prepare competitor benchmark reports, covering pricing, product features, marketing campaigns, and distribution channels.

	Impact :
	Competitive Pressure Benchmarking reveals areas.
	Strategic Opportunities
	Risk Mitigation
	Decision-Making Support with actionable insights



	work sample
	Calender Management
	Action :
	Impact :


	work sample
	Email Management
	Action :
	Impact :
	I've collaborated with Ardiana on TENNETH PROJECT PT. McDERMOTT INDONESIA until now. She's been very hands-on and professional in leading a large team of employees from the first recruitment process through the project's completion, ultimately achieving is zero LTI.


	TESTIMONIAL
	They said
	I’ve collaborated with Ardiana for more than 10 years in a waste management company, her position is HRM, under her leadership the company experienced improvements in all departments. She is a person who is agile, diligent, can read the situation and we complement each other.


	TOOLS THAT
	I’M PROFICIENT WITH

	Let’s Connect
	and Explore How I Can Support Your Business
	ardiana sari
	Virtual Assistant



