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MYZEL

Email Address : myzel.366603@2freemail.com 
OBJECTIVE: Seeking to work in an environment where ideas and creativity are encouraged and freely exchanged. Be able to share and further improve acquired administrative and customer service skills that may serve a vital role in enhancing company relations with customers and clients. Aspires to be someone who has an interactive role in a company’s growth and future success.
PROFESSIONAL EXPERIENCES:
CONCENTRIX DAKSH SERVICES PHILS – May 1, 2016 to April 30, 2017.
ASSET MANAGEMENT – Administration Operations
· Software Management Single Point of Contact
· Ensures that all software deployed are licensed
· Track software transfers and installations
· Update software database
· Consolidate reports for Hardware assets
· Prepares reports needed by admin leadership/upper management.
· Ensures all sites’ compliance with global requirements (updating of asset database).
CONCENTRIX DAKSH SERVICES PHILS - April 30, 2015 to April 30, 2016 COMPLIANCE AND AUDIT – Administration Operations
· Ensures compliance with established asset management processes by examining records, reports, operating practices, and documentation
· Verifies assets by comparing actual counted items to documentation
· Completes audit work papers by documenting audit tests and findings
· Performs Risk Assessment, suggest control measures to mitigate risks and monitor compliance
· Communicates audit findings by preparing final report; discussing findings with site Managers(11 branches)
· Conducting monthly site audit to ensure buildings, facilities, and equipment are well maintained
· Validation of declared closed findings by performing physical spot checking
· Validation of workstation inventory by performing actual counting
· Prepares audit and control reports by collecting, analyzing, and summarizing operational information and trends
· Monitors issue tracker to ensure that issues are closed on time
CONCENTRIX DAKSH SERVICES PHILS - February 14, 2014 to April 30, 2015 FINANCE ANALYST//IT ASSET MANAGEMENT COORDINATOR – IT OPERATIONS
· Responsible for the IT hardware database (Global Asset Management Tool/HDTL)
· Coordination and deployment of equipment and ensure that IT hardware request are fulfilled within TAT
· Ensure all newly delivered IT assets are updated in IT hardware database
· Maintaining IT equipment inventories and storage
· Prepares report of all the counted IT assets vs extracted IT hardware database and ensure closure of all noted variances
· Reconciliation of counted equipment vs extracted IT hardware database (servers, routers, switches, desktops, laptops, ip phones) (wall to wall recon) to ensure proper tracking of all company owned and client owned IT equipment
Chrisville Institute of technology, Inc. (TESDA Accredited School) – July 2013 – March 2014 INSTRUCTOR
· Teaches basic accounting subjects, math, business communication
· TESDA NTTC/TM1
All Source Manpower(TESDA Accredited School) - June 2013 to March 2014 INSTRUCTOR
Triomed Medical Distributor, Inc – November 2008 to March 15, 2013 ACCOUNTING HEAD
· Directs, supervises and coordinates the overall operations of the Accounting/Finance department
· Responsible for the effective execution of financial policies, control and procedures and the reliability of reports needed by the management
· Responsible for the staff. Trains, guides and supports staffs and newly hired employees
· Monitors Accounts receivables, accounts payables, operational expenses
· Inventory management
· Finalizes payroll and employee benefits
· Finalizes financial reports
Datamex Institute of Computer Technology – June 2010 to March 2013 INSTRUCTOR
· Teaches accounting, business communication, business law, computer applications subjects.
· TESDA NCIII holder
GLOBE TELECOM - July 29, 2006 to February 15, 2007 CUSTOMER SERVICE ASSOCIATE cum CASHIER
· Received bill payments
· Handle sales transactions, call cards, simpacks, line applications
· Handle after sales transactions – basic queries
· Encodes transactions for the day in the accounting system of Globe Telecoms
· Daily remittance of sales for the day and preparation of daily reports
RT Montana Distributors Corp. (Distributor of Unilever products) - Dec 1998 to Sept 2005 ACCOUNTING SUPERVISOR
· Makes daily bank reconciliation
· In charge of the payments and billings to suppliers
· Checks the daily accounts receivables, cash remittances and inventory
· Checks payroll, computation of SSS/BIR/Philhealth payments
· Monthly and yearly warehouse and van audits
· Prepare Financial reports
· Over all in charge of the accounting department
Jollibee Naga Freemont Foods Corp. –February to June 1997 CASHIER/SERVICE CREW
· Handles sales transactions
· Make sure that customer service satisfaction is given
EDUCATION
· Ateneo de Naga University
Bachelor of Science in Accountancy
1994 – 1998
· Universida de Sta Isabel Secondary
1990 – 1994
· Magarao Central School Primary
1984 - 1990
SKILLS AND QUALITIES :
· Certified Bookkeeper – National Institute of Accounting Technician
· Civil Service Eligible – Professional and Sub Professional
· Works best under pressure, can work for long hours
· Computer Literate – MS Office, Data Encoding, Troubleshooting
· Good Communicating Skills – English, Filipino
· Typing Skills
· Hardworking, Fast Learner, Loyal, Flexible, Patient
· Driving Skills – With Philippine Driver’s License
TRAININGS:
· Team Lead Academy: Team Leaders Concentrix Daksh Services Philippines
A self-paced online training consist of different courses for emerging leaders
· Trainer’s Methodology Level 1
TESDA RTC V
April 8 – April 26, 2013
PERSONAL PROFILE
Born 6 August 1977, married.
REFERENCES
Upon Request
