RESUME

Firania Ismail

Address: Jl. Ternate No. 11 (Roxy), Jakarta 10150

Contact: 0813 80 92 99 59 (Mobile Phone)

WORKING EXPERIENCE

PT DIMARCO MITRA UTAMA, Jakarta: Secretary & Import Division (April 1997 – present)

EASTERN TRADING CO., Jakarta: Secretary & Import Division (October 1996 – March 1997)

FREE-LANCE ENGLISH EDITOR, COPYWRITER, & TRANSLATOR Jakarta

Former projects: 
· Dinastindo –  book translator

· PT Austraining Nusantara – monthly report translator

· PT BWL (Best World Indonesia) – English translator 
· PT Kreasi Sejahtera Manunggal – English translator 

· PT Sarana Multi Infrastruktur (Persero) – English translator 

· Peter Salim – dictionary editor

· PT Indopremier Securities – freelance English editor 

· Panangian Simanungkalit (Property Expert) – freelance English translator and copywriter for company profile (www.panangian.com)
· Fontana Group - copywriter for corporate profile (www.groupfontana.com)
· Topjaya Group – copywriter for corporate profile (www.topjayagroup.com)
· Sesco Consulting Engineering Company - copywriter for corporate profile
· PT Bina Resik Utama - copywriter for corporate profile
· 2Tang – copywriter for corporate profile 
· Manulife – translator and copywriter
EDUCATIONAL BACKGROUND

“UNIVERSITAS NASIONAL” SEKOLAH TINGGI PENERJEMAH NASIONAL, 

majoring ENGLISH TRANSLATION, Jakarta (1996 – 1999)

“SAINT MARY”ACADEMY OF FOREIGN LANGUAGE, majoring ENGLISH, Jakarta (1992 – 1995)

“TARSISIUS” HIGH SCHOOL, Jakarta (1987 – 1990)

SKILLS

GOOD COMMAND OF ENGLISH

(Writing, listening, reading, and speaking)

ABLE IN USING COMPUTER SOFTWARES

(Microsoft Word, Microsoft Excel, E-mail application)

GENERAL KNOWLEDGE OF IMPORT PROCEDURE

(Export-Import Course, Yayasan Pendidikan Indonesia, Jakarta)

SECRETARIAL SKILLS

(Business correspondence, filing, import follow up, traveling arrangements, making appointments, translating, etc.)

OTHER SKILLS

Copywriter, Editor, and Translator  (English and Indonesian)
