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GIRLIE G. CAMPILANAN

Address: Al Bafta Building Block A Flat 406, Muraqqabat Road – Deira, Dubai
Contact number: +971 50 429 8476

  E-mail: gonzales.girlie@gmail.com
Objective:
I wish to join a progressive company where I would be able to offer the best of my services and grow along with it.

Capabilities:
Can independently handle the duties entrusted and work under pressure.

Good communication skills, adaptable in nature and always willing to learn for career advancement.

EDUCATION:

Bachelor of Science in Computer Science

Cebu Doctors’ University




Cebu City, Philippines

March 1999

Areas of Expertise 

• More than 10 yrs of extensive experience  

• Administration • Secretary • Reception  

• Customer Service • E‐mail Management 

• Drafting and Typing Correspondences  • Schedule Appointments and Maintain Calendars  

• Record Maintenance Skills • Preparing Reports  

• Organizational Skills • Ability to multitask • Export Documentation (Logistic)

• Excellent in MS Outlook, MS Word, MS Excel and MS PowerPoint • Visual Basic

• Database and Adobe Photoshop 
•Tally (accounting – basic)• Peachtree (accounting)

Work experience:


California Heath Food Trading
:  Secretary / Accountant Assistant /Admin  

            (Food Supplements & Vitamins)


 IBN Batuta Gate, Dubai - UAE







November 01, 2013 till Present

Duties &Responsibilities:

· Coordinating and support the sales department concerning their daily task and needs. 

· Coordinating and support the storekeeper such as preparing packing list, delivery note order (export clients) and inventory stock take every month.

· Coordinating and assist the accounts department by preparing invoices, quotation and follow up the payment issue of our customer.

· Assist and sent an online submission for our products assessment to Dubai Municipality.
· Check emails and replying all the inquiries related to the products.

· Handling the incoming and outgoing shipment for import and re export.
· Apply via online regarding certificate of origin as requested by export customer.

· Send the statement of each customer and follow up the payment.

· Handle the petty cash and purchasing of the office for daily / monthly needs. 

· Check the credit facilities application of the new customer before handing to accounts department.

· Organize the courier schedule for the documents and non document shipment.

· Keep and manage customer database (excel format only).
· Keep and organize the employee record.

· Take good care of employee’s ticket for their annual leave.
Rootica for Timber Trading
:  Secretary / Receptionist /Admin  

            (Timber, Veneer & Paints supplier)

 Al Quoz Ind. Area 1, Dubai - UAE







April 23, 2008 till October 31, 2013

Duties &Responsibilities:

· Coordinating and support the sales department concerning their daily task and needs. 

· Coordinating and support the storekeeper such as preparing packing list, delivery note order and etc.

· Coordinating and assist the accounts department by preparing invoices, quotation and follow up the payment issue of our customer.

· Send daily and monthly reports direct to General Manager.

· Update the employee record.

· Update the shipment schedule and follow up the arrival of the vessels. 

· Arrange the hotel reservations if there is any guest arriving in UAE. 

· Keep and manage customer database, follow up on customer log on issues or problems.

· Taking good care of the employee’s ticket for their annual vacation leave.

· Prepare local purchase orders as per request from accounts department.

· Maintain proactive communication with the customer through phone or regular emails.

· Checking and replying to emails every day and forwarding to the staff accordingly.

· Answering phone calls and inquiries of the customer.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Follow up for the pending Local Purchase Order (LPO) and cheque’s of our client.

· Remind and follow up the storekeeper and the sales executive concerning the LPO received.

· Check and compare the rates of shipment thru DHL, UPS, ARAMEX as per request of our customer.

TwinMos Technologies
:    Logistic Executive/Admin / Receptionist
            (IT Manufacturing Co.)


 Bur Dubai, UAE







January 02, 2004 to January 12, 2007

Duties &Responsibilities:
· Accept the shipment from our Taiwan office thru air, land and sea cargo by checking the AWB (airway bill, entry of permit or bill of lading) if there is any missing then report immediately, by sending an email to the main office.

· Arrange the booking for each shipment day by day thru air and land cargo then coordinate to the courier or airlines company.

· Preparing the export documents such as invoices, packing list and airway bill before sending the goods to the courier or airlines company.

· Handling the freight rates for every destination as well as the insurance rates before sending the final rates of each sales executive query regarding the export customer they have. 

· Tracking and follow up the missing shipment mostly it happens from our export customer.

· Receive instruction of the shipment details from our sales department.

· Taking good care of the booking of the daily shipment thru courier as well as the airlines.

· Filing of export documents and typing / updating the data in MS excel for our internal and future used.

· Scanning and sending original documents – invoice and airway bill thru email for our export customer for their further reference.

· Sending shipping / air details thru fax or email to the concern person.

· Coordinating with the accounts and store department for the RMA issue as well as the shipment payment of each export customer.  

· Coordinate to the technical department regarding for our RMA (return materials authorization) for our defective items.

· Receiving and returning the replacement items of Return Material Authorization (RMA). Answering phone call regarding the customer complaints.

· Prepare the monthly payments for shipping lines, insurance as well as the courier company such as TNT, DHL and etc.

· Assist the administrator department such as updating the employee’s record.

· Reserved for various hotel and air bookings of staff, and Head Quarter visitors, and for some valued clients.

Hearts Trading 


:    RECEPTIONIST / SECRETARY






(Beauty Products)




                    Crowne Plaza, shopping Mall



          Sheikh Zayed Road, Dubai U.A.E

                                                                      September 2000 to December 2003

Duties & Responsibilities:
· Assist Customer in shop; take charge of visitors and answer the telephone calls and customer inquires.

· Prepares daily sales report of the shop and its branches.

· Prepares daily income report as well as monthly report.

· Preparing and updating PDC cheque.

· Perform routine clerical functions such as filling typing and data entry

· Checking and answering emails every day.

· Preparing monthly inventory report.

Cebu Mitsumi, Inc.

:   LINE LEADER  





       Danao City, CEBU Philippines





         September 1999 to June 2000

Duties & Responsibilities:
· Trained as a line leader for the production area.

· Organize filing related to products.

· Preparing monthly inventory report.

· Assembling floppy disk drive if one of the employees is not on duty.

· Check the finish products before sending to the storage department.

Ayala Centre   


: 
CUSTOMER SERVICE








Cebu City, CEBU Philippines








June 1998 to July 1999

Duties & Responsibilities: 
· Provide the customer with necessary information as well as the query. 
· Provide necessary product information.

· Updating Shop and inventory everyday and end of the month.
PERSONAL:


Age


:
35 years old



Birthday

:
26 October 1978



Nationality

:
Filipino


Civil Status

:
Single

Language Spoken
:
Fluent in English, Filipino (tagalog), basic arabic and 






   Cebuano
Visa Status:  Employment Visa with NOC
