                          JANSIE G.BONDOC                     
Challenging positions in Human Resources, Secretary, Marketing, Business Development, Office Clerk or any available job fit my ability to work according to my knowledge and experience with an organization of reputation.
ACADEMIC CREDENTIALS

·  Chifley/Torrens  Australian Business School UAE Graduate of  Master Degree in Business Administration 2015
Leadership, Economics Decision Making, Management Perspective, Financial Management, Project Management, International Business Strategy, Business Laws, Marketing, Contemporary People Management, Managing Information System, Operation Management and Strategic Management.
·  With Certificate in Ms. Office  from Nadia Training Institute Abu Dhabi UAE 

Computer Skills: MS Word, Ms. Excel, Ms. PowerPoint, Ms. Window Vista, Internet and Ms. Outlook
·  Bachelor of Science in Office Administration… System Technology Institute (STI)  Philippines 1997-2001
Seminars and training attended
· December 15, 2010-2015-( Assistant Store Manager Training) Colombiano Restaurant Coffee House Abu Dhabi UAE

· October ’09,2010          -  (Shift Supervisor Training Program) Colombiano Restaurant Coffee House Abu Dhabi,UAE

· July ’09,2009                 – (ISLC-in store learning coach)  Colombiano coffee house Abu Dhabi,UAE

· June ’04,2003                – Safety Food Handling Training Certificate Abu Dhabi Food Authority
PROFESSIONAL PROFILE

· An astute professional with 11th years’ rich experience in with organizations.

· Currently associated with Abu Dhabi, UAE, Abu Dhabi as Assistant Store Manager
· Hands on experience in wide range of Consumer and Services with abilities in managing sales operations, organizing promotional strategies, building relationships with clients & achieving desired goals. 
· Computer Literate
· An enterprising leader with strong analytical, problem solving & organizational abilities.

· Good mental arithmetic for handling transactions

· Good communication and interpersonal skills

· Ability to work effectively in a team 

· Ability  to stay composed and focused under pressure 

· A confident and friendly personality 

· Ability to work efficiently and quickly ,very attentive 

· Maintained excellent relation and developed customer relationship 

· Developed ability to work in fast paced environment.

· Ability to follow instructions well and make decisions with no supervision.

· Handling banking, making daily report, encoding daily sales items, ordering needs for store.
PROFESSIONAL DOSSIER WITH ATTAINMENTS
Since Oct. 2009 to Dec. 2015 Colombiano Coffee House, Abu Dhabi, UAE (SILSILA Development Trading L.L.C  
Assistant Store Manager
· Trains store staff by reviewing and revising orientation to products and sales training materials; delivering training sessions; reviewing staff job results and learning needs with retail store manager; developing and implementing new product training.

· Evaluates competition by visiting competing stores; gathering information such as style, quality, and prices of competitive merchandise.

· Purchases inventory by researching emerging products; anticipating buyer interest; negotiating volume price breaks; placing and expediting orders; verifying receipt.

· Attracts customers by originating display ideas; following display suggestions or schedules; constructing or assembling prefabricated display properties; producing merchandise displays in windows and showcases, and on sales floor.

· Promotes sales by demonstrating merchandise and products to customers.

· Helps customers by providing information; answering questions; obtaining merchandise requested; completing payment transactions; preparing merchandise for delivery.

May 2007-2009

Receptionist cum Secretary Mohammad Al Manzoori Office at Al Mariah Mall Abu Dhabi UAE 
· Answer phones and greet clients warmly.

· Assist in filing duties.

· Perform basic bookkeeping duties.

· Compile financial records.

· Perform stenography and dictation.

· Reroute calls to appropriate people.

· Answer inquiries about company.

· Help organize office activities.

· Prepare coffee or get water for staff.

· Insert bills in envelopes and mail.

· Hang up company policies around the office.

· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

· Retrieve files for personnel.

· Take and deliver messages.

· Sort and distribute incoming mail.

· Fix malfunctioning office equipment.

· Count or measure mail.

· Handle travel arrangements and expense reports for staff.

· Schedule meetings and conference rooms.

· Call IT for computer assistance.

· Post work schedules.

· Perform data entry.

· Prepare payroll checks.

· Restock supply closet with printing paper, ink, pens, paper clips, staplers, files and folders, and correction fluid.
Dec 2003– February 2006 Pampanga Motors Company
Executive Secretary
· using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· devising and maintaining office systems;

· booking rooms and conference facilities;

· using content management systems to maintain and update websites and internal databases;

· attending meetings, taking minutes and keeping notes;

· managing and maintaining budgets, as well as invoicing;

· liaising with staff in other departments and with external contacts;

· ordering and maintaining stationery and equipment;

· sorting and distributing incoming post and organizing and sending outgoing post;

· liaising with colleagues and external contacts to book travel and accommodation;

· organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
PERSONAL DOSSIER

Date of Birth


21th April 1980
Linguistic Abilities

English, Filipino, Understand a little of Arabic and I can speak too.
Nationality 


Filipino
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