
Communication
Problem solving
Analytical
Creativity

Universitas Gunadarma - Psychology - GPA 3.93 / 4.00

Sourcing via JobSeek, screening 50+ CVs every week and schedule an interview
Handling interview for Marketing, Admin and Collection positions
Exit interview on employees who have stopped working for improving company management
Operate LMS (Learning Management System) for training development activites
Report data into Microsoft Excel (vlookup, hlookup, count, if, pivot, countif, etc)
Collaborate with training and development team to organized training sessions
Create presentation for training activities
Assist in maintaining administration files and documentation

EDUCATION

Bekasi, Indonesia · (+62) 88809199609 · saharaalmaj@gmail.com · linkedin.com/in/saharaalmaj
Graduated from Universitas Gunadarma majoring in Psychology. I have good interpersonal, fast learner,
communication skills, adaptability, high curiosity to learn new things, high motivation and initiative. Proven by
work experience and certified by BNSP.

SAHARA ALMA JUWITA

WORK EXPERIENCE

2019 - 2023

HR Recruitment, Training and Development - OTO Group

Produce job descriptions and job specifications to understand the tasks that need to be performed,
responsibilities and competencies to achieve organizational goals optimally

Aug 2023 - Apr 2024

Assistant Psychology Laboratory - Universitas Gunadarma
Mentoring students about projective test materials
Teaching the administration of projective psychological tests (DAP, BAUM, HTP, Wartegg)
Checking and assessing practicum reports

Treasurer Psychology Laboratory - Universitas Gunadarma
Managing payroll system and financial functions
Recapitulate daily attendance of assistant laboratory
Assist staff in recruitment process (job posting and interview) for new assistant candidates

Secretary Psychology Laboratory - Universitas Gunadarma
Make practicum and assistant schedules
Create weekly quizzes and post tests for students via Microsoft Word and Google Form
Report 200+ student grades into Microsoft Excel and Google Sheets
Organize all psychology laboratory documents and files
Collecting personal data of laboratory assistants

Mar 2023 - Jul 2023

Sep 2022 - Mar 2023

Mar 2022 - Aug 2022

SKILLS
Microsoft Office (Word, Excel, PowerPoint, Outlook, Visio)
Google Workspace
Canva

Time management
Attention to detail
Teamwork/individual
Presentation

ACHIEVEMENT

Project - Job Analysis for Treasuer RW 023 Kec. Pekayon Jaya

Scholarship at Universitas Gunadarma
Best Academic Student on Second Semester 2019/2020

2020

COURSE AND CERTIFICATE
G-Trust Learning 

        Strategi Rekrutmen dengan Behavioral Event Interview (BEI) bagi HR
YEC

        Menghitung Gaji Bersih di Excel untuk HR
BNSP (Badan Nasional Sertifikasi Profesi)

        Occupation of Human Resource Recruitment and Selection Senior Analyst

Apr 2024

Mar 2024

Sep 2023

Talent Acquisition - Sinergi Performa Cipta
Handling recruitment process (job posting, sourcing, resume screening, schedule an interview)
Interviewing 14+ candidates everyday (mass hiring) and coordination with users
Operate HRIS to maintain database’s candidate
Report daily activities to Manager

Jul 2024 - Present








