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ABOUT ME

PERSONAL SKILLS

APPS & TOOLS

EDUCATION

WORK EXPERIENCE

PROJECT PORTFOLIO

OTHER WAYS | CAN HELP

CONTACT



Organized & Detail-Oriented administrative professional
with 5+ years of administrative experience in corporate
environments. Skilled in data entry, scheduling,

documentation, and communication - ensuring | |
operations run smoothly and efficiently in both on-site & / i
and remote setups. Reliable, proactive, and focused on
process improvement and task accuracy. A)’U Rahma
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KILLS

Detail-oriented and organized
professional with strengths in data
entry, admin support, scheduling, and
reporting — delivering accuracy,
structure, and reliability in every
project.

Scheduling & Task
Coordination

Reporting & Data
Organization



APPS & TOOLS

I’'m Proficient

with




EDUCATION

Graduated with a Diploma in Secretarial Studies from
Universitas Negeri Jakarta, gaining solid skills in
organization, documentation, and administrative

coordination — essential for efficient remote work.

2014 - 2017
Associate Degree in Secretarial Studies

State University of Jakarta
Graduated in Secretarial Studies



EXPERIENCE

Handled daily administrative tasks including data entry,
document management, and reporting, supporting fast-
paced operations with tight deadlines.

! il
K

Scheduling & Task Coordination

Administrative Support

Managed documents, correspondence,
and daily office operations to support
smooth workflow and organization.

Organized calendars, coordinated
team tasks, and ensured projects
stayed on track and on time.

Data Entry

Entered, verified, and maintained data with
accuracy and attention to detail using Google
Sheets and Excel.

Reporting & Data Organization
Created and organized reports to keep
records clear, consistent, and easy to

access for management and teams.



Data Entry & Data Management

O I Collected, organized, and inputted large sets of data
into Google Sheets with 100% accuracy. Ensured
consistency, verified entries, and maintained clear
reporting for easy access by remote teams.

Copy Typing — Documents
R F 0 L I O O 2 Transcribed scanned documents into editable
digital formats with precision and proper

formatting. Maintained confidentiality and error-
A showcase of my remote projects focused on accuracy, free results under tight deadlines.

consistency, and efficiency — supporting clients with reliable data
entry and copy typing work delivered on time.

This project reflects the type of data entry tasks commonly O 3 Copy T)’ping — Documents

handled in remote administrative support roles. Recreated documents from image files

into clean Word documents. Focused
on layout accuracy, readability, and
consistency to meet client formatting
standards.



PROJECT Ol

Data Entry & Data Management

Goal

This project aims to maintain accuracy and consistency
when transferring passport data into the Excel “Data
Entry Workbook.” All information must be entered
carefully, without errors, and empty fields should be
filled with '‘N/A' to ensure standardized and complete
records.

Tools | Use

PARGE .

20+

Data entries completed

Accuracy maintained

Full Name First Name Middle Name 1 Middle N:
MOEHAMMAD QOMARRUZZAMAN AWWALUDIN SJAH MOEHAMMAD QOMARRUZZAMAN AWWALL
RADEN AYU SJUKRIYATUN KARTIKAPUTRI DJAJADININGRAT RADEN AYU SJUKRIY#
SOEWONDO ADHI KOESOEMO JOEDODHARDIO SOEWONDO ADHI KOESOE
MOECHAMMAD IKHSANOEL HAKIEM SOERYOHADIKOESOEM( MOECHAMMAD IKHSANOEL HAKIE
RUI ZHI KAl LI PUTRA HALIM DJOJOHADIKUSUMO RUI ZHI KAI
LIU XIU YING FANG SARI WULANDARI LIU XU YINC
ZHANG MING YU HUA INDAH KOESWOYOD ZHANG MING YU
CHLOIEY MAEGHAYNNE FEATHERSTOMEHAUGH CHLOIEY MAEGHAYNNE N/A
ELIZABYTH KAETHLYNNE LLEWYLLEYNNEIGH ELIZABYTH KAETHLYNNE N/A

100% 1.5 hrs

Completion time



PROJECT O2

Copy Typing — Documents

Goal

This project aims to produce clean, well-formatted, and
error-free retyped documents that mirror the original
layout. Each file is created separately, formatted
according to the given style guide, and converted to
high-quality PDF format.

Tools | Use

Introduction to Human Nuirition

Table 15.1

Risk factors for nutrition-related noncommunicable diseases (NCDS)

Socictal

Behavioral Biological NCDs

Socioeconomic status
Cultural habits

Environmenial faciors

Smoking Tohacoo addiction Lung disense
Alcohol abuse Alcohol addiction Cardiovascular dizsease

Lack of physical activity Dyslipidemia Atherosclerosis

=F Al

100%

Layout and style consistency

Result :

maintained

Inappropriate diets:
Inadeguars
fiber
micronutrients
Excess
todtal Fat
saturated fat
trans fat
cholesterol
salt (MaCly
ENETEY

Hyperlipidemia

Insulin resistance
Hypertension

Obesity (body composition)

Cerchrovascular disease
Stroke
Ischemic heart disease
Myocardial infarction
Diabetes
Osteoporosis
Diental canes
Cirrhosis

Diet-induced cancers

appropriate chapters and sections of this senes of

texthooks

The role of nutrition

Ihe evidence that diets and specific nuinent

deficiencies and excesses influence the development of

NCDs and may therefore be used in prevention and
treatment 15 solid. It comes from extensive research
which collectively gave convincing evidence of the
relationships between nutrition and NCDs; first, from
ecological  studies  which  compared  different
populations, the effects of migration of populabions,
food availability during economic development, and
differences in dietary and nutrient intakes. Second,
numerous epidemiological studies have established the
associations between diet and biological nsk factors of
NCDs. Third, interventions with specific nuinients and
food in placebo-controlled trials using both healthy and
diseased subjecis confirmed the relationships seen in
epidemiological studies. And lasi, molecular and
genetic research has elucidated many  mechanisms
through which diet and nutrients affect genetic mutation
and expression, adding to out knowledge of how

nuiniion influences NCD development. This body of

knowledge has led to several sets of international
dietary recommendations and guidelines to reduce the
burden of nutrition-related NCDs. An example of one
such set of guidelines from the World Health
Organization (WHO) is shown in Box 15.1. These

1 hr 12 min

Completed ahead of schedule

Box 151 The WHO population mutrient intake goals for
prevention of death amd disability from NCDs*

Dietary factor
{food or nutricni)

Total fat
Saturated fatty acids

Recommended goal
{range)

15-30% of total energy
<10% of total energy

Polyunsaturaied fatty acids (PUFAs)  6-10% of total energy

n-6 PLUFAs
n-3 PUFAs
I'rans fatty acids

5-8% of total encrgy
1-2% of total energy

< 1% of total encrgy

Monounsaturated fatty ncids (MUFAs) By difference”

Total carbohydrate
Free sugars?

Protein

Chaolestersl

55-75% of total energy®
<10% of total energy
10=15% of total energy
<300 mg per day

Sodium chlonde (sodium) <5 g per day

Fruits and vegetables
Total dictary fiber

(<2 g per day)
=41} g per day
=25 g per day

MNon-starch polysacchandes =20 g per day

"WHO Technical Support Series No. 916
"WUFAs are calculated as total fal minus saturated plus

polyunsaturated plus trans fany acids),

“Energy from carbohydrate is the pereentage energy available afier
taking into account that consumed as fat and protein

9Free sugars refers to all monosacchandes and disaccharides added
to foods by the manufacturer, cook, or consumer, plus sugars
naturally present in honey, syrups, and fruit juices. It does not
include sugars present in milk, fruit and vegetables.




Goal

This project aims to produce clean, well-formatted, and
error-free retyped documents that mirror the original
layout. Each file is created separately, formatted
according to the given style guide, and converted to
high-quality PDF format.

Tools | Use
SLoEE

Result :

100% 1 hr

Layout and style consistency Completed ahead of

maintained schedule

PROJECT O3

Copy Typing — Documents

Food Safety 343

tion over a day. This s the maximum intake level, which
is judged to result in oo adverse toxicological effect
following such exposure, The AR value includes a
safety factor to ensure that older people, infants and
children, and those under stress due to illness are
protected.

Veterinary drug residues

Vetermary  drugs  include antibacterial compounds,
hormones, and  nonsteroidal  ant-inflammatory
preparations,  As animal husbandry  practices  have
intensified over the past few decades, antibactenal
substances have been increazingly used as growth
promoters to mcrease feed conversion efficiency, and
for prophylaxis and therapy to prevent outhreaks amd
treat disease. Similarly, hormones are administered to
increase growth rate and meat vield. Table 14.6 shows
the man types of anbibacterial and  hormonal
compounds,

Yeterinary drugs are metabolized in the animal
and are excreted in the urine and feces over ime as the
detoxification process continues, Hence, residue traces
of drugs or their metabolites can be found in major
organs, muscles, and body fluids. In  general,
antibacterial drugs are found in greatesi conceniration
in the kidney, lesser concentrations in the liver and
lowest eoncentrations in the muscle tissue, whereas
hormones tend to concentrate in the liver.

The excessive use of antibacterial compounds
in animal hushbandry has raised concerns about the
development of resistant bactena and the effect that this
may have on the usefulness of antibiics in human
medicing, There have also been concerns about the risk
of allergic reactions in humans to amibacterial residues
in food of ammal ongin. The use of hormones has raised

issues surrounding the effect of

Tahle 14.6 Main types of veterinary drugs

Antibacterial compounds Hormones
R e TR P N A ccnectn

Hormone residues in foods of animal ongm on human

metabolizim,

Environmental and indusivial contaminanis
These contaminants are of environmental origin or are
by-products of industrial processes

Polvhalogenated hydrocarbons (PHHs) are a
category of environmental contaminants that includes
toxaphene, dioxins, and polychlornated biphenyls
(PCEs). Cemain polyhalogenated hydrocarbons are
manufactured for use in plastics, paints, transformers,
and herbicides; although their use is now either banned
or severely restricted. In most industrialized nations the
compounds  have  become  ubiguitous i the
environment. Hence, contamination of the food chain s
inevitable and it has been estimated that in Western
industrialized countries 90% of human exposure 15
through ingestion of contaminated foods such as fish
and milk

Foods that are rich sources of fats and oils tend
to sccumulate PHHs because the compounds are
lipophilic and bioaccumulate in hpid-rich tssues and
fluids. Oily fish from areas such as the Baltic Sea, where
levels of PHHs in the water are high, may contain
elevated levels of these contaminants. Simlarly, cows
that graze on polluted pasture can  accumulate
unacceptable concentrations of PHHs in their milk. A
recent incident in Belgium intreduced PCBs and dioxins
inte the food chain wia contaminated amimal feed
resulting from the accidental incorporation of industrial
oil into the feed ration. The biological half-lhife of PHHs
can range from a matter of months 1o 20 vears in human
adipose  tisswe. Hence, they are persistent  and
accumulate in the body. Exposure to FHHs can result in
a varnety of foxic effects that can be carcinogenic,
including dermal toxicity, Iy,
reproductive effects, and endocring disruption

Metals, metalloids, and their compounds have
long been associated with food poisoning, with lead and
mercury probably the best documented hazards, Metals

e releaced into the envirnnment ag s recnlt of natiral



Other Ways | Can Help

| can support you with various administrative and data-related tasks to help
your daily operations run more smoothly. These Include :

Data Entry & Email & Calendar
Reporting Support assistance to reduce
daily workload

<

/

General admin tasks to

\/

[

help operations run
smoothly



LET'S
CONNECT



http://wa.me/+6282284516268
https://www.linkedin.com/in/ayu-rahma-8b5870151/
mailto:ayurahma55@gmail.com
https://www.freelancer.com/u/ayurahma55

