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Jayson Lapiña Jardiniano
Contact Nos: U.A.E. (+971) 50-7738798
Philippines : (+63) 9398312167


E-mail Address: jaysonjardiniano2010@yahoo.com
Nationality: Filipino

Visa Status: UAE Residence Visa – With NOC
​​
CAREER OBJECTIVE:

· Seek a challenging position that will allow me to fully contribute my knowledge and skills acquire through more than (6) years of work experience in hospitality, sales, administrative assistant, secretarial/administration/clerical, documentation and computerization.
SUMMARY OF QUALIFICATIONS:

· Experience in UAE: (1) year and in the Philippines:(5) years.
· Microsoft User Specialist (Excel, Word, Powerpoint, Outlook, Access), Visual Basic, etc…
· Have excellent oral & written communication skills (English), Basic Arabic (Speaking).
· With knowledge of UAE Labour Laws & policies.

· Can work independently according to company’s policies & procedures

· Willing to travel and relocate in any part of United Arab Emirates (UAE) & GCC.

· With knowledge on Warehousing, Logistics, operating machines & office equipments.
· Tactful, courteous and able to communicate well in any of the management level

· Has good service attitude and able to work in a team

· With knowledge of games and table officiating (any ball games)

· Has good health condition

· Self-disciplined, hardworking and dedicated (with heart)

· Flexible and have initiative to solve problems and very responsible
· Can report immediately and willing to be trained

WORK EXPERIENCE:

Marketing Assistant/ Sales

Fun Ride Sports Abudhabi

Corniche Road Abu Dhabi, United Arab Emirates
February 8, 2009 to present

PRINCIPLE RESPONSIBILITIES 

      Prepare and distribute correspondence, documents, Request for Proposals, Letter of Intents, Market Surveys, Flyers, presentations and reports
      Prepare and maintain account deal file documentation, with direction or knowledge of company policies and procedures.
      Provide marketing updates for Web communication.

      Serve as an information resource by assisting with research, maps, vacancy analysis and other materials.

      Prepare and produce marketing presentations, often with a short lead-time.
      Provide back-up telephone support and informational assistance and process inquiries.
      Perform administrative duties such as filing, faxing, processing mail, schedule meetings and travel arrangements.

      Attend weekly marketing meetings with the team.
      Serve as an information resource by filtering and processing inquiries, conducting research, assembling data, and performing special projects.

      Maintain and update client/prospect databases.

      Create, maintain and/or purge files and records 

      Perform other related duties as assigned
INVENTORY CONTROLLER/ LOGISTICS

CYPRESS MANUFACTURING LTD. 

Gateway Business Park Cavite Philippines

September 2003 – February 2009

· Ensures That all incoming lots either manufacturing or sub-con is received on time, properly documented, exact quantity based on document and quality inspected.

· Communicates with planner and inventory supervisor for any issues.

· Assisting the Human Resources & Training Section Head.

· Providing administrative assistance and logistics support for preparing and implementing the approved training plan.

· Monitoring progress report of  trainees.

· Proper coordination of trainings.
· Preparing monthly and quarterly reports on department.

· Preparing & coordinating career development, competency based training and enhancement program.

· Serves also as Liaison Officer ensuring that all room keys, training materials & equipment, supplies and stationeries are tallied & updated prior to day to day` consumption & monthly inventories.

· Preparing general orientation for new employees 
· Keeping all leave & training records of employees soft copy & manual filing to Personal Folder.

· Responsible for all incoming & outgoing mails and couriers.

· Assisting in the issuance of work orders and materials/personnel.
· Answering, screening all incoming calls and transmitting it to the concerned personnel.

· Performing other duties and responsibilities as required.
CLERICAL / ADMINISTRATION ASSISTANT
Adamson University  – Office of the College Registrar

Manila, Philippines

October 1999 to April 2003
· Assisted the office in the enrollment procedure.

· Encoded student’s grades (computation of semestral general point average)

· Prepared and evaluated documents of students (Enrollment Assessment Forms, Transcript of Records and Honorable Dismissals).

· Did messengerial functions.

· Filed documents e.g. student records.

· Answered calls & transmitted it to the concerned personnel.

TRAININGS & SEMINARS ATTENDED:

· Advanced MS Excel - Philippine Institute/ Universities
· First Aid Training – May 1 to 5, 2005, Manila, Philippines

· Performance Management Seminar – Office of the City Personnel Officer, City Government Unit - August 25 and 27, 2005, Manila Philippines

· Leadership  Training Seminar - April 3 to 8, 2001, Manila, Philippines
· Seminar on Human Behavior & People Interaction – December 4 to 5, 2000, Shangrila Hotel, Manila, Philippines

EDUCATIONAL ATTAINMENT:

* BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION(Graduated March 2003)  Major in Business Marketing

* CERTIFICATE IN INFORMATION TECHNOLOGY

Adamson University Manila Philippines  
PERSONAL INFORMATION:

Date of Birth

: 
September 7, 1981
Place of Birth

:
Dasmarinas Cavite, Philippines

Age / Civil Status
:
28 years old / Single
Height/Weight
:
5’7” / 135 lbs.
Language Spoken
:
English / Filipino
Passport No.

:
ss497887
 _____________________

   Signature of Applicant
CV of Mr. Jayson Jardiniano
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