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                     # 9375 Medalla Milagrosa St. San Antonio Valley 3 Paranaque City, Philippines

+63905-8811740 / cheng_maiztegui@yahoo.com
	



MELCHORA G. MAIZTEGUI
	


PROFESSIONAL SUMMARY
Dedicated professional and well equipped with progressive accounting experience in corporate. Creative and analytical with extensive knowledge in the fundamental principles and accounting systems.

PROFESSIONAL 

July 2014 – Present

EXPERIENCE

ASP AIRSPEED PHILIPPINES, INC.


Manager – Credit & Collection
Job Description: to oversee and manage a team of billing & collectors working to obtain money with past due bedts from the clients. Design and implement processes to improve cash flow and reduce receivables. Typically reports to top management.
· Oversee the flow of cash or financial instruments.

· Review collection reports to determine the status of collections and the amounts of outstanding balances
· Responsible for all collection activities, billing, accounts receivables, such as handling of all cash postings.
· Evaluated the credit for all new and existing business accounts for organization.
· Responsible in recording and application of cash, management of outstanding invoices and direct interfacing with customers on collection matters and dispute resolution
· To review delinquent accounts records to determine which customers must be contacted for collection of overdue accounts
· Monitoring of outstanding receivables and timely collection of due accounts.

· Meets accounts receivable operational standards by contributing information to strategic plans and reviews, implementing production, productivity, quality and customer service standards, resolving problems and identifying improvements

· Collects accounts by contacting customers, investigating of non payment, negotiating and resolving conflicts.

· Establish and maintain relationships with individual or business customers or provide assistance with problems these customers may encounter.


November 2007 – December 2012

PANALPINA WORLD TRANSPORT, INC. (PHILIPPINES)

Finance officer- Accounts Receivable
                                     Job Description: Accounts Receivable Functions
· Responsible in preparation and sending of weekly Statement of Accounts to agent.
· Reviewed and analyze customer billing inquiries submitted by document processing.
· Facilitate to improved customer relations by quickly discerning needs and resolving issues according to customers expectation.
· Follow up weekly collection
· Ensures proper filling of all incoming and outgoing files/documents.
· Monitors and controls dispatching of billing invoices.
· Monitoring of outstanding receivables and timely collection of due accounts.

· Coordinating with clients on billing and collection issues
· Constant communication to the Finance Manager regarding inquiries and status of agent/counterpart.
· Monthly submission or report to the Finance Manager with sufficient explanation for those overdue accounts.





October 2003 – August 2007

MONTESSORI PROFESSIONAL COLLEGE

Accounting Staff / Payroll Clerk


Job Description: Accounts payable/Payroll Functions
· Prepares payments  cheque and vouchers for signature
· Verification and preparation of Employees Payroll
· Monitors and controls of Accounts payable
· Ensures the correctness of entries and the accuracy of subsidiary ledgers

· Checking of daily time record to daily time sheet including overtime

· Monthly submission of report and constant communication with the manager
EDUCATION
2016 - 2020

Olivarez College

Paranaque City


Master of Business Administration 

1997 - 2001

TECHNOLOGICAL INSTITUE OF THE PHILIPPINES 

938 Aurora Blvd., Cubao, Quezon City 1109

Bachelor of Science in Accountancy


1993 - 1997

APAYAO INSTITUTE OF SCIENCE AND TECHNOLOGY

Malama, Conner, Apayao

1987 - 1993

CONNER CENTRAL SCHOOL

 Malama, Conner, Apayao
SKILLS

· Proficiency with Microsoft Office for Windows (Outlook, Word, and Excel)
· Knowledgeable in SAP & CAS Sytem softwares
· Knowledge of high volume collections, credit authorization and billing procedures and practices

· Strong communication skills, both in writing and speaking.
· Quick decision-maker able to consider pros and cons of a situation to make the best choice.
· Active listener who understands the best way to help a customer is to know what he or she is looking for
SEMINAR & TRAINING
National Certificate III in BOOKKEEPING - TESDA
      CERTIFICATES

Breaking Through In Business Stewarship and Leadership




(September 12, 2015 at Acacia Hotel Manila)



Communicate With Power (September 24, 2016 at Panaque)



Organisational Transparency: Bedrock of Good Governance




(December 6,2016 at Manila Hotel)


            Developing the Leader Within You Workshop (June 29-30 at Edsa Shangrila Hotel Mandaluyong City)


             Effective Leadership Training for Managers (August 12 & 19, 2017 at Paranaque City)


             Understanding the Millienial Mindset (February 5, 2018 at Paranaque City)

             Effective Receivables Collection Skills For Better Results (July 31, 2018 at St. Giles Makati City)
AFFILIATIONS
Secretary Officer (SAV3HAI) 


2014 – Present


Royal Institution, Singapore (Member)


             2016 - 2017
PERSONAL
Single, 40 years old, responsible, flexible, hardworking, determined, fast learner, and highly trainable, honest and trustworthy, capable of multitasking with initiative and resourcefulness accomplishing work. Ability to work under pressure and at minimum supervision. 
CHARACTER
Michelle Elefante
REFERENCE
Account Executive

Greentown Villas Ext. Mambog 3 Bacoor Cavite City

0977- 6792508 / 0920-4936113

Jamarie Pera

Country Finance Coordinator

PANALPINA WORLD TRANSPORT INC.

6th Floor 5-Ecom Center Pacific Drive Ext Block 18 Moa Pasay City


+63926-6874191

Robert Montemayor


Accounting Manager


ASP AIRPSEED PHILIPPINES INC.

GGB Bldg. Pascor Drive Sto Nino Paranaque City

+63918-9341194
