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 Myciel
Myciel.346952@2freemail.com 


Career Objective:

To work in good company, not only to enhance and develop my skills but also contributes my talent as efficient employee, and aiming company’s goodwill. To upload the highest degree of competence integrity in work so as to become a responsible professional. To develop and enhance one’s skill and expertise in all endeavours of company goods.
Work Experiences:
SEDANA TRADING CO. LLC
NOVEMBER 2014 up to 2017

Location: Abu Dhabi UAE


Position: Quality Assistant

Function: QA/QC
Duties and Responsibilities:

 - Control of all QMS documentation that is, creation, revision and monitoring of documents (e.g., policies, procedures, processes, forms, etc.), which includes posting of the same into the ERP-QMS Documentation Module. 

- Preparation, issuance, verification and monitoring of Corrective/Preventive Action Requests (CPARs). 

- Periodic collection and registration of Customer Feedbacks from concerned departments, and determination of Customer Satisfaction Rating (CSR) on a monthly basis. 

- Preparation of monthly Key Performance Indicator (KPI) reports, and disseminating the same to all concerned department heads. 

- Preparation of Agendas and Minutes related to Management Review Meetings. 

- Inspection, report preparation and facilitation of detected Non-Conforming Products (NCPs), thru constant coordination with all concerned departments/personnel. 

- Ensuring the availability and record-keeping of training records (e.g., training plan/schedule, attendance sheets, certificates, etc.). 

- Communicating with clients in relation to warranty claims’ status and updates. 

- Conduct internal quality audits as may be required by QAO and/or MR. 

- Lead and/or assist the organization on the implementation and improvement of the QMS. 

- Answer Telephone calls and process all incoming email from different kind of customers.

- Keep all documents related to QMS.

Training Achievement:
Training Course: Introduction to ISO 9001:2008 Standard (Refresher Course)
Date: 30th March 2015

SEDANA Facility, Abu Dhabi Musaffah

Training Course: Safety Orientation Fire Prevention in the Office Personal Protective Equipment
Date: 08th June 2015

SEDANA Facility, Abu Dhabi Musaffah

Training Course: Excellence in Customer in Service

Date: 10th and 17th October 2015
Select Training and Management Consultancy L.L.C
KHALIDIYAH PALACE RAYHAAN

Training Course: Mastering in Customer Service

Date: 30th January and 6th February 2016

Select Training and Management Consultancy L.L.C

HOLIDAY INN Abu Dhabi City

Training Course: Basic First Aid
Date: 17th January 2016

Emirates Technical & Safety Development Centre

ETSDC Hall Center Musaffah Abu Dhabi

Training Course: Occupational HSE Awareness
Date: 04th and 11th June 2016

Emirates Technical & Safety Development Centre

ETSDC Hall Center Musaffah Abu Dhabi

Training Course: Medic First Aid
Date: 14th January 2017

Aspire Institute

Aspire Hall Center Abu Dhabi

HHIC PHIL. INC 

HANJIN HEAVY INDUSTRIES CONTRUCTION PHILIPPINES INCORPORATION

June 15, 2011 up to October 15, 2014

(SHIPBUILDING COMPANY)


Location: Greenbeach 1 Redondo PeninsulaCawag Subic Zambales

Department: ACCOUNTING & FINANCE


Position: FINANCE STAFF

Function: BANK TRANSACTION, CASHIER AND PAYROLL

Duties and Responsibilities:

· Do different kind of Bank transaction

· Preparing for payment voucher

· Processing and opening ATM account for the new employee
· Updating and Securing the employees account number

· Reporting any ATM CARD related problem such as lost card, Activation, Replacement, Captured Card, Online banking
· Updating and monitoring supplier bank details

· Securing and filling of evidences such as deposit slips, debit and credit memos and official receipts

· Preparing and releasing check on payment day for the supplier

· Do Cashier report and daily cash box balancing of the three company

· Handling local Payroll and Cash releasing for new employee salary

· Preparing for Korean Payroll and allowances every 25th of the month using the (APC DATA ENCODER SYSTEM)
HHIC PHIL. INC 

HANJIN HEAVY INDUSTRIES CONTRUCTION PHILIPPINES INCORPORATION

August 20, 2007 up to June 15, 2011

(SHIPBUILDING COMPANY)


Location: Greenbeach 1 Redondo Peninsula Cawag Subic Zambales


Department: PROCUREMENT PART


Position: PURCHASING OFFICER

Function: FOREIGN AND LOCAL PURCHASING
Duties and Responsibilities:

· Analysed and review the payment, terms and condition of the subcontract

· Prepare Inquiry letter and asking for price quotation sending thru email to the local and imported supplier
· Prepare comparison table in order of biggest to lowest price bidding from supplier

· Negotiate the price quotation to the lowest price and choose the good quality

· Evaluate the supplier and the material quality
· Prepare Purchased Order

· Prepare Billing Statement and payment requisition

· Follow up the material to supplier

· Specialist in shipbuilding materials

· Handling the imported raw material and equipment from HONGKONG and KOREA

· Monitoring the Warehousing raw material/warehousing management
· Do documentation controller

· Prepare Daily report
HOKIE SUBIC CORPORATION
May 20, 2002 up to May 30, 2005
(LUAGGAGE CART COMPANY)


Location: Subic Bay Industrial Park, Subic Bay Freeport Zone SBMA


Department: PROCUREMENT PART


Position: PURCHASING
ASSISTANT

Function: FOREIGN AND LOCAL PURCHASING

Duties and Responsibilities:

· In charge in making inquiry letter to supplier

· In charge of foreign materials from TAIWAN and CHINA
· Make comparison table which is the lowest price bidding

· Negotiate the price quotation from supplier

· Prepare Purchase Order using ERP system

· Follow up the imported material to TAIWAN and CHINA and also  the local supplier

· Handling and Monitoring the foreign materials

· Prepare Billing Statement
· Controlling the materials inside and outside of the company
BANK OF THE PHILIPPINE ISLAND (BPI)
July 10, 2001 up to December 15, 2001

ON THE JOB TRAINING:


Location: City of Balanga Bataan


Position: DISTRIBUTING CLERK


Function: MARKETING ASSISTANT

Duties and Responsibilities:

· Sorting and Filling check voucher/journal vouchers.

· Typing necessary papers for submission to various bank offices

· Assist in releasing check to vendor

· Encode the check after the transaction

· Prepared the check for the clearing transaction which is Regional and Local check

· Perform updates and balancing all check from different banks

· Assist in sorting of deposit slip

· Perform other duties assign

Educational Background:
1988 – 1994 :
Pagalanggang Elementary School (Pagalanggang, Dinalupihan, Bataan)
1994 – 1998:
Saint John Academy (Dinalupihan, Bataan)


1998 – 2002:
Bachelor in Science of Business Administration (BSBA)



Major in: BANKING AND FINANCE



City of Balanga, Bataan

Seminars and Workshop Attended:
· Strengthening Knowledge in Business – September 28, 2001
· The power of enhancing self-esteem and coping with frustration in career building -  December 14, 2001
· Taxation Updates, matching vision with challenges – January 18, 2002

· Corporate values and development program – January 23, 2002

· Be a people person – February 6, 2002

· People behind  business success – February 8, 2002 
Qualification:

· Banking and Finance Profession

· QAQC Field (QMS knowledge, ISO,HSE)

· Cashier

· Basic Payroll Section

· Purchasing Field

· Any Business relation Profession

· Internal Subcontract related

· Can deal with different kind of people

· Administrative work

· Hardworking

· Honest

· Computer Literate

Personal Information:
Age

:
36 years Old

Birth Date
:
January 24, 1981

Birth Place
:
Dinalupihan, Bataan, Philippines
Nationality
:
Filipino

Status

:
Married

Date of Issue      :
20-March-2014

Date of Expiry
:
19-March-2019

VISA ISSUE
:
Husband Visa (Residence Visa)

Religion

:
Catholic

I hereby certify that t above mentioned information is true and correct according to the best of my knowledge and belief.
