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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.

Profile



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.

Product Development Assistant

Unggul Putra Samudra

2020-

now

Costing Assistant

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.

Unggul Putra Samudra

2024 -

now

Journal and Article Writer (Freelance)

Creating presentations, journals, and handling administrative tasks for various

clients.

Fastwork

2024 -

now

Experiences



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.

Hard Skill

Skills &

Proficiencies
Document Filling

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 Office

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



Microsoft Office

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



Microsoft Office

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



Microsoft Excel

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



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.



Document Filling

Submitting buyer’s Test

Request Form on 3  party lab

website for testing

requirement.

rd



Data Entry & Database
Management

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/change to the buyer.



Documentation and Reporting

Performing Quality Control, collecting proper documentation and creating report to ensure the production goods are in good condition.



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.

Summary


