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EMYLYNDA VALDEZ ABELLA 
E‐mail Address: emylynda.341935@2freemail.com  


OBJECTIVE
A highly motivated individual seeking a responsible position where acquired skills, knowledge, and attitude could be put to use and become productive in the chosen field of endeavor.

WORK EXPERIENCE
February 2015 up to present

SECRETARY TO THE MANAGING DIRECTOR






Al Aweidha Shipping and Marine Services






P.O. Box 10, Abu Dhabi, U.A.E / Tel : 2 6225066 Fax : 2 6224835
Duties: 
♦ Attend to calls, emails and inquiries of clients with regards to the services offered by the company
♦ Filing, recording, faxing and typing related documents for the company
♦ Reporting daily and attend to matters which Managing Director is concerned
♦ Helping Operations Team in preparing DO, Arrival Notice, Dhabi Manifest, Clients’ inquiry, Maxicon Line 
   ERP System for Export/Import shipment report.
January 9, 2014 – May 10, 2014

CUSTOMER SERVICE COORDINATOR 
Reliance Freight Systems LLC 
P.O.Box 38152, Abu Dhabi, UAE./ Tel : 2 6798692 Fax :
2 6798632
Functions: 

♦ Deal directly to customers’ inquiry either through calls or emails 
♦ Communicate and coordinate with the concern agents and internal departments

♦ Creates Dhabi Manifest, DO and Sub-DO for export and import

♦ Monitor the status of air and sea freight to advise the operating systems for clearance

♦ Releases pertinent documents such as DO, BOE to clearing agents and clients 
♦ Advise and collect payments of the clients
March 25, 2006 – December 19, 2013
EXPORT DOCUMENT/PRODUCTION OFFICER 
Gold Rose Handicrafts International 
10 Chevelle Street, South Fairview, Quezon City Tel 938‐2699 

Functions: 

Production 
♦ Prepare buyer’s Pro‐Forma Invoice and Packing List
♦ Arrange purchase order for suppliers
♦ Regularly updates the manager for the production status
♦ Monitor and advice the suppliers on their production balance
♦ Request labels and sticker needed for packing
♦ Securing and assuring all ordered items are to be ship on time 

Documentation (Before and During Shipments)
♦ Organize Commercial Invoice, Packing List, Check List, Delivery Receipt, Payment Request, lodging ED and

   other pertinent documents as required by the Customs
♦ Contact Shipping Lines to arrange initial and final booking, Bill of Lading and billing
♦ Compute for actual CBM, Gross Weight, Net Weight of every shipment to classify which size of container

   will be use
♦ Coordinates with the broker for Export Declaration, Certificate of Origin, Arrastre and etc
♦ Arrange for trucking and chassis 

♦ Sending out original documents to consignee via UPS and DHL
Other Task
♦ Perform computer works i.e. encoding, retrieving/answering emails, creating photo offer albums
♦ Assist accounting staff in recording, bookkeeping, payroll, SSS, Pag-Ibig, Philhealth, Withholding
   computations 

February 19 – June 29, 2005 


Front Desk Officer 

Better Living Deep Nerve Therapy Center 
Unit J & I VCD Building, #89 Dona Soledad Avenue 

Better Living Subdivision, Paranaque City 

Functions: 
♦ Assist and inform the patient about the nature of the center 

♦ Answer and entertain phone calls pertaining to patient’s concern 

♦ Check and arrange for the patient’s appointments
♦ Encode, type, design pertinent data and documents e.g.: proposal letters, invitations and brochures
♦ Prepare and compute for the staff’s salary
♦ Performs the task of a cashier 

♦ Organize and maintain the patient’s records/files
January 2000 to 




Program Secretary 
November 17, 2003 



Caritas Manila, Inc.
2002 Jesus St., Pandacan, Manila, 563‐9298 

Functions: 
♦ Produces right quality and quantity of pertinent documents, i.e. monthly work plan, annual plan/budget/reports, minutes of the meeting, proceedings of trainings, proposals, correspondence within the reasonable time frame required by units concerned; 

1. Records the minutes 

2. Proofreads drafts and encodes output 

3. Types and encodes reports and all other pertinent documents 

♦Facilitates the flow of communication among concerned units and maintenance of the information system; 

1. Systematically and orderly collects and files documents or facilitates the same that are pertinent in the operation of the units and the organization as a whole for efficient retrieval 

2. Receives and transmits internal/eternal correspondence/information to staff units/clients and cooperating agencies through phone, letters, telegrams and messengerial services 

♦ Provides administrative support to units concerned in order to facilitate the flow of activities. 

1. Attends to the reproduction requests of units under this division 

2. Administers and checks the typing test for personnel/placement applicants 

3. Facilitates maintenance of office machines (typewriter, telephone, computers, LCD Multimedia) 

SKILLS 
· Soft Skills: Fast learner, flexible, organized, cooperative, attentive and positive attitude
· Hard Skills: Extensive knowledge in MS Word, Power Point Presentation, MS Excel, MS Outlook & Basic Bookkeeping

EDUCATIONAL ATTAINMENT
1995 – 1999 



Bachelor of Science in Computer Science 
University of the East, C.M. Recto, Manila 
1991 – 1995 



High School Level 
Metro Manila College, Novaliches, Quezon City 
ACHIEVEMENT RECEIVED
1988 to 1999



Consistent Scholar of Kaibigan International Foundation
