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Michelle Fernando Bondoc
Mobile No. +971553012392
E-mail Adress : michellebondoc100@gmail.com
Al Karama,Dubai


United Arab Emirates

Post Applied:  Office Assistant / Accounts Assistant / Data Encoder / Any Suitable Post

OBJECTIVES:  

        Seeking a challenging position in a reputable company where my academic background and                    interpersonal skills are well developed and utilized.

SKILLS AND CAPABILITIES:


Willing to accept and to be train for a new responsibility with self motivation, self confidence and sencerity to work by providing quality work services through which in own way could contribute to the company’s success. Can work under pressure and with minimal supervision.
WORK EXPERIENCE:
Saga Orient Shipping & Logistics LLC

Dubai, United Arab Emirates

Accounts Assistant

April 2012 - up to present 

JOB SUMARY:

Preparing Invoices and follow up to client for payment received

Opening the job file



Filling for the invoices

Post and maintain accounting documents in the database
Assisted accounting staff in managing accounts receivable/payable and end-of-month reconciliation
Making the quatation
Invoicing client
Registering the suppliers cost in the system
Shipping & Logistics LLC

Dubai, United Arab Emirates

Receptionist cum Secretary
November to April -2012

JOB SUMARY:

Handles  incoming and outgoing calls

Advise Executive on scheduled meetings and appointments 

Coordinate and communicate with customers
Filling, developing spreadsheets, faxing, email reports, photo copying and scanning documents 
Handling  the petty cash
Booking hotels
Sending the courier
Booking  ticket for my calluages and for the guess
Al Safeer Group of Company

Sharjah, United Arab Emirates

Receptionist
June - November -2012
JOB SUMARY:
Reports directly to Executive Director and Purchasing Manager regarding administrative schedule, meeting, appointments and routine office work.

Answer telephones and transfer to appriate staff members.

Assist the Suppliers, Clients, and Visitors with a respect smile and greetings.

Having good telephone etiquette, clear speak and courteous.

Review incoming faxes, mails and prepare outgoing correspondence.

Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filling.

Doing some accounts work like issuing cheques to the supplier and receiving, statement of accounts from the supplier.

Update the internal phone list for all staff from time to time
            Al Safeer Group of Company

Sharjah, United Arab Emirates

Electronic Data Processing (EDP)

Information Technology Department (IT Department)
September to June 2007

JOB SUMARY:
Handles all credit invoices and LPO’s coming from the company branches.

Responsible in Goods Receipt Notes entry and ensures that encoders are doing it correctly.

Directly reports to the IT Manager regarding problems for GRN, daily sales and summary and other related matters.

Coordinates with Branch managers regarding stocks availability, items approval, sales reports and Goods Returned Vouchers.
Posting and processing of all Goods Returned Vouchers coming branch and submit it to the Accounts.
Responsible in feeding new products and promotion items in warehouse and download it to the branch where it is approved.
Sales Processing and Sales Summary of the daily sales of all Food and Novelty branches.

Prepares reports of all internal problems ands submit it directly to the IT Manager and coordinate with the concerned person for possible solution.

Performs other duties and functions that may be assigned from time to time
Al Safeer Group of Company

Sharjah, United Arab Emirates

Accounts Assistant – Food Department
August to September – 2007
JOB SUMARY:

 Checking the invoices no. Amount given and discounts
 Editing, verifying the supplier ID of every item

 Several options of SQL program

 Sorting branches wise and codes of every department
 Filling ov various documents

 Other task maybe assign from time to time

Fortune International
Dubai, United Arab Emirates
Sales Assistant
June to August - 2005
JOB SUMARY:

Entered sales orders from customers purchasing standard stock items or orders with specialized processing.

Input daily adjustments for scrap to help maintain exact current inventory.

Responsible for tracking customers’ orders or responding to questions or concerns from customers.

Quoted customer pricing utilizing windows based system to assist customers in purchasing standard sizes or calculating extra cost for special processes.

Experience working with Excel spreadsheets to calculate quarterly pricing for repeat orders for specific customer and for tracking customer orders.

EDUCATIONAL ATTAINMENT:
College




:
Diploma in Business Management







BSBA-Business Administration







Guagua, National Colleges, Pampanga







S.Y. 2003-2006
:
Computer Science







BSBA- Commerce







Guagua, National Colleges, Pampanga

 







S.Y. 2000-2002
Secondary




:
Saint Agustine Academy







Floridablanca, Pampanga
PERSONAL DETAILS :           

Nationality          



:
Filipino

Gender      




:
Female

Civil Status




:
Single

               Languages




:
English / Filipino both written and oral


Visa Status




: 
Employment Visa

Passport no#.




:
TT0952380
I herby request to you that all the statement made above is true, complete and correct to the best of my knowledge and beliefs.










  ____________________








     


MICHELLE F. BONDOC
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