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MARJORIE LAUDE GAYNILO

Diera, Dubai



United Arab Emirates

Mobile No. 0502032759

E jram19f@yahoo.com
________________________________________________________________________________________

Emirates National Bank of Dubai

AST TEAM PROCESSOR – Finn one, AS400
June 22, 08 – Till Date

CUM DATA ENTRY
· Handles and encodes all the AST application came from branch through FAX 

· Responsible to Updates or make call to the branch if that application have Rejected. 

· Done Reconciliation PDC clearing Project.

· Prepare all AST application that they receive daily (MIS).

· Filling all the AST application done cases for day to day work.

_________________________________________________________________________________
Card Bank Inc 

Brgy. Dolores Quezon

Philippines

May 22’07 – Jan 22’08
ACCOUNT OFFICER

· Handles the center meeting for everyday work.

· Responsible for the entire customers who has loans, credits and dues.

· Prepares all the reports and summaries for the managers.

· Monitors all transactions made.

· Maintains and updates customer’s database information.
_______________________________________________________________________________________
Hoya Glass Disk Inc.

#111 East Main Ave., SEPZ, Laguna 

Laguna Techno Park Binan, Laguna

Philippines
Feb 22’05 – Dec 22’07
DATA ENCODER / DATA ENTRY OPERATOR

· Encodes all the details needed in their corresponding fields with speed and accuracy.

· Scanning the shipping data sheet (SHIPPING HGST Product).

· Dealing with the clients via email or telephone.
Integrated Microelectronics Inc. (IMI)

Techno park Sta.Rosa Laguna, Philippines

June 15’04 – Dec 15’04
SECRETARY
· Do all the paperwork’s for day-to-day work.

· Attends all the clients via email and phone calls.

· Preparations of Power Point presentations.

· Organizes the flow of incoming and outgoing faxes.

· Maintains and updates client’s database information.

· Handles all word processing and typing.

· Checks, makes a follow-up and documents letters, memo, circulars and also responsible for filing system.
_______________________________________________________________________________________
Objective

To obtain challenging career, seeking for a responsible assignment where job demands endless efforts of capabilities. 
Looking for a corporation offering a wide and expanding profession towards using my experiences while obtaining personal and professional growth.

_______________________________________________________________________________________
Professional Skills

· Microsoft Office                     

· Computer Proficiency

· Filing/Editing

· Office Procedures
· Telephone Skills
_______________________________________________________________________________________
Education

Associate Computer Technology

University of Perpetual Help system Laguna

Sto. Niño Biñan, Laguna Philippines

April 5, 2004
_______________________________________________________________________________________
Personal Particulars

Nationality

: Filipino
Marital Status

: Single

Gender

: Female

Visa


: Transferrable 
OTHER RELEVANT INFORMATION

· Computer Literate e.g. Ms Office Applications (Access, Word, Excel and PowerPoint and Outlook)

· 45+ wpm typing skills.

· Good in both oral and written communication English.

· Can handle multiple tasks efficiently and effectively.

· Ready to work long hours and over weekends whenever necessary.

· Confident, fast learner and dedicated in performing duties and responsibilities with outstanding manners.

· Has the willingness and flexibility to take new responsibilities and support duties of fellow staff members.
_______________________________________________________________________________________
Seminars Attended

Dec 3-4, ‘03
Reshaping the Identity of Computer Studies



      
Students in Lead in the Competitive World of Work



      
Caliraya Recreation Center



      
Brgy. Lewin, Lumban Laguna

Year- 2005
ALWAYS BE COURTEOUS (ABC)

Hoya Glass Disk Inc.

#111 East Main Ave, SEPZ, Laguna

Laguna Techno Park, Binan, Laguna
