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Profile

I’m an experienced administrative professional with
hands-on experience in handling a wide range of tasks —
from managing documents and schedules to coordinating
directly with buyers, vendors, and internal teams. During
my time at Unggul Putra Samudra, I’ve been trusted to
handle product costing, support the development process,
testing process, and performing quality control through
production goods.




Experiences

2024 -
now

Costing Assistant
Unggul Putra Samudra

Calculate product costs based on materials, production processes, testing
requirements, and packaging systems to achieve the best price for both vendors
and buyers, while ensuring compliance with international construction and
packaging safety standards.

2020~
now

Product Development Assistant
Unggul Putra Samudra

Handle the development process to meet the targeted timeline by scheduling
tests and meetings, preparing documents, reports, and Product Data Sheets
(PDS) containing every detail about the sample, perform quality control and
ensure to minimalize claim. Act as a liaison between the buyer and the
production team to ensure the production team understands the buyer's
requirements and standards, while also communicating any production
challenges to the buyer and finding the best solution.

2024 -
now

Journal and Article Writer (Freelance)
Fastwork

Creating presentations, journals, and handling administrative tasks for various
clients.



Hard Skill

Microsoft Office
Primarily using Microsoft Word, Excel, and Powerpoint on a daily basis to creat reports and forms.
Using Microsoft Outlook for daily communication with buyers.

Google Workspace
Primarily using Google Docs, Sheets, and Forms for freelance works.

Skills &

. . . Document Filling
PrOfICIQHCIES Providing required documents for development, testing, meeting, and costing purposes.

Data Entry & Database Management
Inputting and updating product-related data into buyer platforms, websites, and internal
systems.

Documentation and Reporting

Creating detailed quality control (QC) reports for production goods using photo documentation,
Master Sample comparison, and regular Product Verification Test (PVT) to ensure they meet
buyer standards and specifications.




Microsoft Oftice

FIRST PIECE ASSEMBLY (FPAL

Conducting routine tests, documenting the process, and preparing detailed reports.

Remaowe the table leaf and examine closely the table top and leaf pins to insure the pins are neatly instzlied. Al

: pins fit together neatly without damaging the wood profiles around the pins. = =
Factory Name: | 5854 — CV. UNGGUL PUTRA SAMUDRA Inspection Date: | lanuary 14, 2025 The table slide must operate smoothly without sticking. 0 0
Brand: | WsH Ship windows: | Refer to POR — - =
Description item: | Bridgshampton Sofs — Contract Grade MICS Date: | - Alfjoints are tightand closed v =
SKUA: | B271352 Construction Test No: | ID24-0825-14R2 Floor glides must mest specs of the item. ¥ O
i 2SBOBEIWSM, 2990862WSENM Total any: | Refer to POs Moisture Content (if any wooden part) 0K NOT O
Inspected Ofy: | 1 The moisture of parts and components must be below 10 % at whitewood stage. O O
The MC of laminated parts (laminzted side by side] mustn't different more than 1%. O W]
PRODUCT INFORMATION
Material: Aluminum
Owverall Dimension: Refer to PDS PHOTOS OF PRODUCT:
FPA& Result: PASSED
Defect: Mot Found defect
FPA CHECK LIST
Drawing and dimensions oK NOT OK
The dimensions of the item are correct based on the PDS or CAD drawing. ¥ ]
Materials and Welding oK NOT 0K .
The metal and AWW matenals size and thickness used is/are present in the Williams — Sonoma VIEW
approved list. " O
MNOTE: Changes on Metal and AWW materizls without approval must be reviewead by the QA
team and can be subjected to testing if necessary.
Weld|ng mr':n:enal must be tlsgr:t arlld closed. No.gaps a.nd separations. ¥ O DEFECT PICTURES:
After grinding process, the joint stili have welding point v ]
Mo crack/split, dents, scratches ¥ L]
Hardware Ok NOT OK
The hardware used must be approved or the same as the sample and had been tested per ASTM - 0
standard corrosion test
Assembly oK NOT OK
The assembly instruction must be clear and understandable. The hardware list must be correct & 0O
showing the dimensions and quantity
The item is easy to assemble ¥ O
The gap on the joint must be match with approved MCS v ]
Use checking Jig to confirm each part (knock down) ¥ O
Details 0K MOT QK
The profile, shape and carving details of the itam must be machined or done well showing consistency and v O
without tear outs and chipping.
The profiles of the molding must match well with the CAD and approved MCS. v O
Shall have no sharp points / edges, other than those required for function. v '3
loints, Construction and Workmanship O MOT OK
The tops must not wanp or sag. Use straight edges or string to check O O
Tablz tops with leaf extensions must be flat and has no gap in— betwesn. O O




Microsoft Oftice

Conducting routine tests, documenting the process, and preparing detailed reports.

DROF TEST — DYNAMIC — FROOF LOAD [ANSI/BIFMA X5.1-17 Sec. 7)

PRONIICT VERIFICATION TEST hpiaf
INHOUSE TEST: inhouss:
Seat Drop Impact Test PASS Arm Strength Vertical NfA
Seat Static load test Nf& Arm Strength Horisontal NSA Retuirement:
Leg Strength Test Chair PASS Stability of Unloaded Unit/Tipping Test N/A
Leg Strength Test Table N/ End Drop Test 10¢ MN/s
Backrest Strength PASS

Type of inhouse: | DROP TEST — DYNAMIC — FUNCTIOMAL LOAD {ANSI/BIFMA ¥5.1-17 Sec. 7)

Requirement:

® No structural breakage or loss of serviceability when 225 Ib. (102 kg} fre= falis from 152
mm (& inches| height to the center of the seat.
® Shall not have permanent deformation greater tham & mm.

Comment: | PASSED

® Thers shall be no sudden and major change in the structural integrity of the chair {loss of
serviceability is zcceptable) when a proof load of 136 kg (300 1b.) is reaised 152 mm {6 in.) above
the uncompressed seat and releaszsd one time.

® Shall now have permanent deformation greater than Smm.

Comment: | PASSED

Type of
inhouss:

BACKREST STRENGTH TEST — STATIC— TYPE | AND 11 — FUNCTIONAL LOAD [AM3I/BIFMA ¥5.1-17 Sec. 5)

Requirement:

There shall be na los= of serviceability to the chair when a force of 657 M {150 Ibf ) iz applisd to the
backrest 2t the backstop pasition for 60 sec.




Microsoft Oftice

Creating required documents for testing, for example Test Request Form (TRF).

(N s | (s s | _
WiName- oo Indonscls, Frﬂ dUCt TEEtinq TRF Wmame- Eomoma Indons cia. Prﬂ du‘:t Tes'tlnq TRF

1. BAKeod HR Muhamenad No. 147 Euin manunggal, Surabaya 60189 East Java - Indonesia VT T O Lgggul Futra Samedra
Verdar code: zE51

AsEigned Tast Repart NumEer: fFor Lad oo 3ampia Recalved Date: (For Lab ol T R T T —
ot parsnn Alm

o Telephona rumter, 62 31 452D

FEA 30N FOR TEATING REQUEET Email 1 LS Punaouigroun. com

B P Dievelopmend Agicitionalr ther Beazgngl: Emai 2 fechil | upsGungguigroug. com

B Periodc Test (Amnuall 2 yoars! d years) | Gomrosion ek INE2-0818-08R1 Ermail 3 teehill | s NGO SO, SRR COTT

@ Rao High parfomeenos fect: I023-1114-53 I NGO GO, W UL SO

B pmg & Cualiey naklani@ungigroup Com

B Product Fackage change IAMPLE DEACRIFTION

O charge Proines grade Frodut Cescr plen Veestpon Etcrage Aocom Tabk

O Resideniia 0 indoor Frodat waght B

B Conracs Hosplaiky B Cudeo Sampis (Laniiy !

— 5K Mumber TIETAD
At BRI THA

B FURNTURE B cry VErdar Rem Mo ]

B pecaco [= TR FO Humher THA

B st FLM Product Humber 1GBEGHD

Season 5PE3

ERAND TEET HIETORY FREWIOUE REPDRAT Ha Shipping Wndow: TEA

JIf Rstoet DR Annus Tachh FPO Issued daie THA

L B wa B 1012-11 FO ksued date TEA

O FET Fomery Bam Tean) B e Esle; Ol 27, 2077 W¥E! anginaer rame Yurue

B EE |Foliery Bam Hids} (= - Charis: 0 Fetail O oro

B wE (st Emy [= JECET

O wiE Hads [West Bim Kids| O s ea - COMPDAITE WODD PAODUCT S - Inpiuds o 08 (BN of Matsrial] 1o Indizabs ALL parts/ccemponerit on

B aToute the cubmitiad oampi

B ves (atiams. Sonama) Declarafion Form of TECA! EPA (For LIS product consisted of oomposiie wood] EIVES ENG

B wEH irams Scnoma Home)

O M (Mark & Granam Vbd TACA! EFA Cartifioasion — It 1o mandatory requinsment o provide the wlid TECA ERA

o H_,,:R,'Mﬂ.ﬂlm; Carttoation oopy with TRF.

B afar|..... (O,

ImprovEmant a5 clalmed by vendar for Brevials Giures: RN AT
Seioot profoook
n WS Proloon] (ke fhis ooding when af sroauc consiructinn and emdoomental f=cfs o epuieal
n Trhizr Profoont [Sevect ooly mhen wsing sfemais pmincnd

COUNTRY OF DE ETINATION B us [= =] [= 5] [= 003

B Ctrer ooy . * Sadact Flnishing.

Bru: BrFru Bec Buow Bwe

[VEsDoR meorRATION | B sSpeoty Gliess Level Roguinement: B Firnish Suppiier same - Jolun




Microsoft Excel

Creating weekly report of tested samples for lab documentation to coordinate sample testing order based on urgency and order of arrival.

PASS PE]
FAIL 1
On process a
, . 1=t Test
FURNITURE outpoor/ | U | poissued | sHIPPING winDOWS En-time
VENDOR | AREA |sEason| BRAND |  skug SKU DESC REASON FOR TEST /| proTocoL | parmiaL l==Ue TECHNICIAN | Update $W | submission
DECACC INDOCR DATE BASED.ON TRF Result DATEIN
181584,
2320813,
UFS SBY sUz4  |PEM 6590267, | TORREY SQUARE ARM SWIVEL OCC CHAIR FERIODIC PAT FUMITURE | &TP-coN | outpoor | ParmaL TBA PASS 04-30-25
9393405,
769565
55435329, .
uPs sBY 5U19 | PBM +2azo0s |INDIDSECT LAF/RAF PERICDIC PAT FUNITURE RTP-RES | OUTDOCR | PARTIAL TBA PASS 05-07-25
e
UFS SBY SF21 | PEM 7441175 |MALIBU DINING ARM CHAIR FERIODIC FVT FUNITURE | GTP-CON | OUTDODR | FARTIAL TBA PASS 05-13-25
UPs SBY P23 |WEH 6270470 [SAN CLEMENTE CHAISE PERICDIC PVT FUMITURE | GTP-CON | OUTDOGR | PamTIAL TBA PASS 05-13-25
UPs SBY SU20  |WSH 5:15253?;1;‘: SAN CLEMENTE SWIVEL CHAIR PERICDIC PAT FUMITURE | &TP-con | outpoor | ParmaL TBA PASS 05-13-25
342118,
UFS SBY SF20 | PEM aagye |MALIBU MESH STACKING CHAISE FERIODIC PAT FUMITURE | &TP-coN | outpoor | ParmaL TBA PASS 05-13-25
UFS SBY SF23 | WEH 3215011 |MANCHESTER DINING SIDE CHAIR FERIODIC PVT FUMITURE | GTP-CON | OUTDODR | FARTIAL TBA PASS 05-13-25
UFS SBY SF25 | FBM 7192653 |MALIBU FLATFORM SOFA FERIODIC FVT FUNITURE | GTP-CON | OUTDODR | FARTIAL TBA
UPS SBY sU1S  |PEM 5540625 |INDIO SINGLE CHAISE PERICDIC PVT FUNITURE RTP-RES | OUTDOOR | PARTIAL TBA
uPs sBY SU1E  |wWsH 6225045 |CALISTOGASCFA PERICDIC PVT FUNITURE RTP-RES | OUTDOCR | PARTIAL TBA
UPS SBY SP25 | WSH 032229 |BRIGEHAMPTCN DINING SIDE CHAIR - CONTRACT GRADE PERICDIC PAT FUMITURE | GTP-CON | OUTDOGR | PAaRTIAL TBA




Microsoft Excel

Calculate the price of the product based
on materials, labor, and packaging costs
using Microsoft Excel formula. Create a
cost sheet (as attached) as the final cost
to be presented to the buyer.
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Document Filling

Submitting buyer’s Test
Request Form on 3" party lab
website for testing
requirement.
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Data Entry & Database
Management

7
-

Ensuring all critical documents are
updated, backed up, and archived
properly to be used as work guideline for
production team and reference for buyers
to do Quality Control.




Documentation and Reporting

Handling product claims by identifying improvements with the team and preparing the Product Change Information Sheet (PCIS) to propose the

improvement/chang‘% to the buyer.

%@,ﬁj WILLIAMS-SONOMA. IN(

Product/Package Change Information Sheet

Yendor Name: C¥ Unggul Putra Samudra Diate 03-0ct-23
Product Mame: Malibu Metal Dining Table SKU #: 5931034, 3181651
Finish Color: Black, White
Changes Made:
D wood substrate D Weneer - Construction D Finizh Calor
D Hardware D Froduct Dimen=zion D Az=zembly Instruction D Facking Method
D Orhers : Pls specify:
Beason For Changes:
s

- To prevent ¢rack issue around the gromet

BEFODRE AFTER

BEFORE AFTER

s

L
AR

Using 2 pcs of gromet Using 3 pcs of gromet

Does item need to be re-skud 7 : [Tes or Mo]

Date OF Change: | 03-0cE-23

Effective P.O_ # IBHEDEEEF"BM. 2TEAR1ZPEMY

Product Data Sheet update : [pls indicate date and name of person updating the POS sheet)




Documentation and Reporting

Performing Quality Control, collecting proper documentation and creating report to ensure the production goods are in good condition.
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BAESLL SRIAARRENY GEALITY. &SR AMCE DEPARTEERT LLL DUBLITY ASSORAMIE [EPARTMENT Pamuy EDALITY. ASSURANCE DEPARTEERT
Feciory Marva- 2000 - CV Unggal Purs Sersin FELLL - PASSED Baise Soarreg 1 rm - | an a Dyrarl
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Summary

This portfolio highlights my experience in handling
various administrative tasks and my proficiency to operate

different tools and fulfilling key requirement that I believe
will bring value to your team.

Thank you for reading.

I’m looking forward to future opportunities to contribute
and grow.




