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OBJECTIVE: Executive Assistant / Office-Administration Manager
NAME: Lesly Albertin Maria Kolopita
PLACE / DATE OF BIRTH: Jakarta / 20 April 1962

MARITAL STATUS: Single

RELIGION: Christian Presbyterian

INTEREST: Sports (Swimming, Biking, Gymnastic), Singing, Contempt Dance

EDUCATION:

· 6-Yrs Elementary School, Jakarta (Certified). 

· 3-Yrs Junior High School, Salatiga in Central Java (Certified). 

· 3-Yrs Senior High School, Salatiga in Central Java (Certified). 

· 3-Yrs Secretarial College (ASMI) Jakarta: majoring accounting with minor in administration & secretarial skills (Certified). 

· 2-Yrs Associate Program in Finance & Business Administration, Houston Community College (HCC), Houston, TEXAS, USA (Not Certified).

NON-CREDIT HOURS COURSES:

· 2-Weeks (180 Hours) In-house English Intensive Course, Conducted by EEP, Sponsored by HUFFCO. 

· 2-Weeks Personal Development & Secretarial Skills Program, Conducted by Citra Etika, Sponsored by VICO. 

· 1-Day Public Relations and the Secretary Seminar, Conducted by IPM Public Relations, Sponsored by VICO. 

· 2-Days Towards Secretarial Excellence Seminar, Conducted by International Training & Development, Sponsored by PT. Halliburton Indonesia. 

· 2-Months Grammar & Writing for Business Course, Conducted by HCC, Houston, TX-USA. 

· 1-Month Basic Home Book/Recordkeeping Course, Conducted by HCC, Houston, TX-USA. 

· 1-Month Introduction to MS Word Course, Conducted by HCC, Houston, TX-USA.

EXPERIENCE:
1. May 1985 – July 1986: HUFCCO – Jakarta : Clerk for National & Expatriates Employee Relations Division HeadS 

· Assisting the Division HeadS (1 Expatriate & 1 National) with 6 Senior Ad Administrators (Nationals) on the secretarial job.

2. July1986 – April 1991: HUFFCO, Jakarta: Intermediate Secretary for Reservoir Engineering Division Head
· In general assisting the Division Head (Expatriate), 10 Senior Reservoir                      (4 Expatriates and 6 Nationals), and 3 Senior Drafters (Nationals) on the secretarial job, e.g.:

· Scheduling the field trip and/or other business trip including travel arrangement;

· Scheduling the courses (with Human Resources Assistance); 
· Scheduling the Vacation (with Human Resources Assistance); 
· Assist the Division Head on recording the performance for Annual Appraisal Performance (e.g. based on the daily activities and/or given assignments); 
· Assist all the expatriate’s children enrolling their school at JIS & BIS (with Human Resources Assistance); 
· Assist the expatriates (and their family’s) claiming their expenses on their field/business trip and/or annual leave to be then forward to the accounting department for reimbursement; 
· Drafting letters in English and translating letters from English to Indonesia v.v.; Created an Integrated Filing System which then being referred and used in the Engineering Department (contains of 3 Divisions).

· The last net takes home pay: Rp. 1,200,000 excluding over time.

· Resignation Reasons: personal and/or family reasons.
3. April 1991 – September 1991: PT. Komaritim, a COMEX Group Company, Balikpapan-East Kalimantan: Confidential Secretary for District Manager 

· Assisting the Operations Manager on the senior secretarial job, e.g. the same responsibilities I had with VICO, only it was for 4 Project Managers (all were expatriates). 

· Dealing with the appointed Travel Agency, Expatriates Document Agency, Daily/Routine Suppliers both for Office and/or housing/compound needs, Hotels. 

· The last net takes home pay: Rp. 2,500,000. 

· Resignation Reasons: for a better working environment and/or salary with Halliburton

4. September 1991 – January 1993: PT. Halliburton Indonesia, Balikpapan East Kalimantan: Executive Secretary for Operations Manager
· Assisting the Operations Manager on the senior secretarial job, e.g. the same responsibilities I had with VICO, only it were for 6 Project Managers (4 expatriates, 2 Nationals). 

· Dealing with the appointed Travel Agency, Expatriates Document Agency, Daily/Routine Suppliers both for Office and/or housing/compound needs, Hotels. 

· The last net takes home pay: Rp. 3,500,000. 

· Resignation Reasons: pink-slip offered (back then only 1 working contract was left with UNOCAL). 

5. February 1994 – May 1994: Houston Community College, Houston, TX-USA for 2 Years Associate Program in Finance & Administration: not certified.
6. June 28, 1994 – July 18, 1994: UNOCAL Geothermal Indonesia Ltd., Jakarta: Temporary Senior Secretary to the Finance Manager 
· Assisting the Finance Manager on the senior secretarial job. 

7. July 28, 1994 – August 30, 1994: UNOCAL Indonesia Ltd., Jakarta: Temporary Senior Secretary to the Construction Manager 
· Assisting the Construction Manager on the senior secretarial job. 

8. August 31, 1994 – September 30, 1994: UNOCAL Indonesia Ltd., Jakarta: Temporary Senior Secretary to the Loss Prevention Manager
· Assisting the Loss Prevention Manager on the senior secretarial job. 
9. October 1994 – July 1995: CanadianOxy (Kalimantan) Ltd., Jakarta: Senior Secretary to the Indonesia Vice President & General Manager  
· Assisting the VP & General Manager on the senior secretarial job as mentioned on the signed recommendation letter. 

· During the assignment I was responsible and/or assigned as a contact person to deal with PERTAMINA’s senior management level Officers by the Vice President & General Manager of the company to settle/arrange any business and/or social engagements. Dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, Housing Agency, Hotels, and International Schools (Jakarta International School & British International School). 

· The last net takes home pay: Rp. 6,000,000 

· Resignation Reasons: better offer from MAPCO Inc. (the Chairman was a grand-father of a boy I used to baby-sit during my staying in Houston, Texas). 

10. August 1995 – August 1996: PT. MAPCO Indonesia, – Jakarta: 1-Yr Contracted Executive Assistant (defacto Administration Manager and/or Personal Assistant)
· Assisting the VP & General Manager on the senior secretarial job as mentioned on the signed recommendation letter. 

· During the assignment I was responsible and/or assigned by the Company’s Chairman to settle/arrange any business and/or social engagement, and as a single contact person to deal with: the local partners (the retired RI Ministers and/or Ambassador: Mr. Bustanil Arifin, Mr. Soedharmono, Mr. Ramli), some local and/or international Mining senior companies’s Officers, the RI Natural Resources Ministry’s senior management level Officers by the Chairman of the company to settle/arrange any business and/or social engagements. 

· I created the company’s administration systems & procedures. Dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, and Hotels. The last net takes home pay: US$ 100 per day (I was arranged the income tax and/or JAMSOSTEK myself using the Local Partner’s company’s flag). 

· Resignation Reasons: the business was closed down. 
11. October 1, 1996 – October 31, 1996: PT. Rothmans Of Pall Mall Indonesia, Jakarta: Temporary Executive Secretary to the President Director 
· Assisting the President Director on the senior secretarial job. 

12. March 5 – May 30, 1997: AMCHAM Indonesia, Jakarta: Administration Manager 
· Assisting the Executive Director, 5 Chamber Officers, and 7 Board of Governors in administration and financial issues. 

· Detailed job descriptions will be enclosed upon request. 

· The last net takes home pay: Rp. 5,000,000. 

· Resignation Reasons: not capable to do the tax for a non-profit company. 

13. August1997 – April 1998: BNP Prime²East, a group of Banque Nationale de Paris, Jakarta: Executive Secretary to the President Director 
· Assisting the President Director on the senior secretarial job as mentioned on the signed recommendation letter. 
· During the assignment I was responsible and/or assigned as a contact person to deal with the listed and/or prospected Investors and some of the senior management level Officers of Jakarta and/or Surabaya Stock Exchange by the President Director to settle/arrange any business and/or social engagements. Dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, and Hotels. 
· The last net takes home pay: Rp. 4,500,000. 
· Resignation Reasons: business slow-down and was planned to be closed down (now becomes BNP Paribas). 

14. August – November 1998: Oil Production (Asia) Corporation/OPAC, Jakarta: Personal Assistant to the Owner 
· Assisting the owner in largening his networking in the oil & gas development companies. 
· In general I run the company on behalf and under the owner advice in positioning the professional expatriates for G&G senior positions in the oil & gas companies in Jakarta. 
· Dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, and Hotels. 
· The last net takes home pay: Rp. 6,000,000. 
· Resignation Reasons: business slow-down and was planned to be closed down. 

15. December 1998 – May 1999: LANDMARK, a Halliburton Company, Jakarta: Account Manager, report directly to the Asian/Pacific Regional Marketing Director in Singapore 
· As one of the company’s Account Manager to introducing the company’s products and/or find new customers to be then provided them the best service we have for our listed customer on our G&G products. 

· The last net takes home pay: Rp. 6,000,000. 

· Resignation Reasons: management changing, Halliburton became one big company (Halliburton Services). 

16. June 1999 – November 2000: PT. Sugico Graha, Jakarta: Company Representative in Riau Province, Sumatra 
· Report to the Director (Owner) and was especially assigned to open the company in Riau province to look at the business opportunity with PT. Caltex Indonesia and/or other oil & gas contractors in the area. I was also responsible to directly contact any main product company for oil & gas industry overseas both for my responsible area to be then referred to other area Managers in the company if they required so. The assignments were really challenging and have added my working experience/capability for I was responsible to make the company operations budget (quarterly) and the annual company working program/plan. I brought the US$ 2M contracts for the company; starting from the scratch up to the project was awarded. Under my responsible dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, Hotels. 

· The last net takes home pay: Rp. 9,000,000. 

· Resignation Reasons: being mistreated and/or cheated on the commission. 

17. January – June 2001: Hadiputranto, Hadinoto & Partners (HHP) Law Offices, Jakarta: Temporary Collector, report directly to Ms. Tuti Hadinoto; one of the Owner 
· Assisting her on the senior secretarial and financial issues.

· During the assignment I was allowed to directly working closely with the company Finance/Administration Managers and/or Finance/Administration Vice Presidents to enable our outstanding being paid. 

18. June 2001 – July 2003: Matrix Oil NL, Jakarta: Executive Assistant (defacto Administration and/or Human Resources Manager) 
· Directly report to the Board of Directors in Perth, Australia. 

· The job descriptions are very various, a combination of administration, financial, and public relations works. Directly involved with the oil & gas contractor, PERTAMINA, and general supplier’s senior management Officers. 

· Under my responsible dealing with the appointed Travel Agency, Expatriates Document Agency, Office Suppliers, Hotels. 

· The last net takes home pay: Rp. 13,500,000. 

· Resignation Reasons: bankruptcy effective July 1, 2003 (being bought by 3M: Mitsui, Modec, Medco ).

19. April 12-14, 2004 in Jakarta – Cornerstone Learning Program Forum (Kenan Institute Of Private Enterprise - Washington Center) as an Interpreter (English-Indonesia v.v.).

· Net Takes Home Pay: US$ 50 per hour.
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