Gemmalyn 
Career Objective: To be able to work in a company that will enhance my skills and ability in the field of working.

Employment Background

Sept 21, 2015-Up to Present
Receptionist / Admin / Accounts Assistant
· Answer all incoming calls and handle caller’s inquiries whenever possible

· Greet visitors

· Receive, direct and relay telephone messages and fax messages

· Responsible in ordering office supplies and equipment’s
· Provide word-processing and secretarial support

· Responsible in dispatching or courier the documents for local and international destination

· Send quotation to the customers

· Do the booking with the shipping lines

· Send pre-alert to the overseas agents

· Responsible in sending shipping update to the customers

· Responsible sending shipping instruction to the liner

· Schedule Appointments/meeting for the Managing Director
· Releasing DO’s for the customer
· Dispatching Client’s Invoices
· Making Cheques for the Customer 
· Receiving Cheques from the Customers
Raw Advertising LLC

Jun 2012-July 2014

Receptionist / Admin / Logistics Co-ordinator

· Answer all incoming calls and handle caller’s inquiries whenever possible

· Greet visitors

· Receive, direct and relay telephone messages and fax messages

· Responsible in ordering office supplies and equipments

· Provide word-processing and secretarial support

· Responsible in dispatching or courier the documents for local and international destination

· Send quotation to the customers

· Do the booking with the shipping lines

· Send pre-alert to the overseas agents

· Responsible in sending shipping update to the customers

· Responsible sending shipping instruction to the liner

· Schedule Appointments/meeting for the Managing Director
GRM LOGISTICS INC.

Oct 2010-May 2012

Customer Service and Sales Co-ordinator

· Responsible in handling inbound and outbound shipments

· Negotiates rates to the liner

· Responsible in updating rates for inbound and outbound

· Send quotation to the customers

· Do the booking with the shipping lines

· Responsible sending shipping instruction to the liner

· Send pre-alert to the overseas agents

· Responsible in sending shipping update to the customers

FREIGHTMOVERS WORLDWIDE INC.

Oct 2008- Oct 2010

Receptionist 

· Answer all incoming calls and handle caller’s inquiries whenever possible

· Receive, direct and relay telephone messages and fax messages

· Responsible in ordering office supplies and equipments

· Provide word-processing and secretarial support

· Responsible in dispatching or courier the documents for local and international destination

GRALILY INCORPORATED

Feb 2007- Sep 2008

Customer Service Representative

· Responsible in handling incoming calls for Australian Account

· Responsible in answering quires of the customers for mobile subscriptions

· Support and provide superior service via phones, e-mail and faxes as receiver and caller

· Provide accurate and true information needed by the caller

· Handles and resolves customers complaints

· Responsible in telemarketing

Seminar Attended:

Outstanding Receptionist

Nov 2008

Manila Philippines

Panel Forum on Career Development

Feb 2006

Manila Philippines

Personal Data:

Age: 25

Sex: Female

Birthday: August 29, 1985





Citizenship: Filipino                                               Status:Married

Educational Background:

Tertiary: St. Jude College                                                                              

Midwifery

March 2007 

Tertiary: University of the East                                                                     
Business Administration

March 2003

Secondary: Ramon Magsaysay High School                                                

March 2002 

Primary: Legarda Elementary School                                                          

March 1998
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