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Herewith my CV with a short introduction
· 30 years work experience

· Payroll – Current position

Basic HR officer

· Creditors, Debtors, 


Stock Control
· Staff supervision, 


Training
· Basic Bookkeeping
· Very strong administrative skills
· Diligent 



Hard working

· Fast learner and always willing to learn and go the extra mile

· Very optimistic personality

· Willing and able to travel

I am currently working on VIP (Classic) payroll.  I am in charge of 4 Monthly payrolls and 2 weekly payrolls.  I have extensive administrative knowledge.
Please feel free to contact me any time for an interview.
Thanking you in advance.

Kind regards

Denise Rouncivell

Cell: 082 924 7714
	References
	 

	C/O
	Details

	Molapo Technolgy
	Elke Haas: Ex HR Manager (now with Thyssen Krupp) 
- 084 593 1938

	AVIS
	Gita Jardim 

	Multi Waste
	Stephanus Roos – Director - Sandton – 082 551 5621

	Rainbow Construction
	Rainbow construction – Marna Dames

	FTC of Africa
	Vicky Buxton – Director – 012 669 0368

	Minolco
	Noeline Lawrie 

	SCR Technologies
	Roland Granger - Passed away

	Hellman Safari Logistics
	Gordon Mace – 011 928 7000

	Plessey
	Gawie Schoeman - 011 655 1700

	Witbos
	Dr Sue Murray – 011 702 1806

	SAPS
	Michiel Boshof – SAPS  – 082 735 9171


C U R R I C U L U M    V I T A E
PERSONAL DETAILS

	Name

Surname
Address

Postal Address

Age
Contact Tel. No.

Marital Status

Dependants

Drivers License


	Denise M
Rouncivell 
Valhalla, 0185
P O Box 145, Wierda Park, 0149
50
082 924 7714

Divorced
One (does not live with me)
Yes – Own Transport

Code 2 (Motorbike), Code 10 (Heavy Duty)


EDUCATIONAL QUALIFICATIONS
	Grade 

Other Qualifications,

Courses done, Certificates
Languages Spoken & Written

Hobbies / Activities
Software Packages

	Grade 12 (Matric) 

Afrikaans, English, SA Criminal Law, Statute Law, Typing, Business Economics. 
VIP Payroll 1,2,3 Classic,  Report Writing 1,2, 
Tax Year end, Condensed Tax Year End
Basic Labour Relations

Basic Life Insurance, Sanlam – Broker Secretary

Counselor Relations

MS Office suite  -  Word perfect 5.1 - I, II,
 Excel, 97 Intro, Outlook 97 Intro
Fluent in English, Afrikaans,  Understand Netherlands
Outdoors - Walking, Horse Riding, Motorbike riding, camping
MS Office – Microsoft Word & Excel, Power Point, Outlook, Internet, Pastel 6 (invoicing, customer account control), Word Star, Word Perfect, AS400
FMS (flight management system)
VIP Payroll


WORK EXPERIENCE
	FENCE ALL
	1986 – 2002
	All admin & accounts related matters

	MOLAPO TECHNOLOGY

AVIS FLEET SERVICES

MULTI WASTE – SANDTON

RAINBOW / WBHO CONSTRUCTION JV

FTC OF AFRICA

MINOLCO

SCR TECHNOLOGIES

HELLMANN SAFARI LOGISTICS

PLESSEY PROJECTS

WITBOS VETERINARIAN CLINIC

INSURANCE - LONG TERM
	2006 – current
2005 - 2006
2004 - 2005
2003

2002 - 2003
2000 - 2002
2000

1999 - 2000
1997 - 1998

1989 - 1990

1978 - 1989
	Payroll Administrator
Debtors Clerk – International account
Trainer and Administrator
Administrator, Assistant
Client Desk, Ops and Admin Manager
Supervisor,  over 5 departments
Supervisor – Front desk
Secretary and Administrator - Export
Creditors
Veterinary Assistant, Admin, Reception
Secretary, Administrator, New Buisness


FENCE ALL

During all this time I assisted my ex husband in running his own business.

· All Admin tasks, filing, setting up of systems, faxing, etc.

· Invoicing



●
Accounts reconciliations

· Customer liaison


●
Dealing with customer queries

· Marketing



●
Procurement of equipment

· Wages and dealing with labourers
●
All queries

· Basic bookkeeping

	EXPERIENCE:

April 2006 – Current
Payroll Administrator

Molapo Technology

· 6 VIP Payrolls   (12 Payrolls a month) (4 Monthly and 2 weekly Companies)
· Reconciliation
· SARS, UIF, Medical Aids, Retirement, Garnishees, Insurances
· Maintain Personal Files within an ISO environment
· Dealing with Medicals Directly
· Dealing with Retirement Fund related queries
· Converting Payroll information for General Ledger and Journals
· Personal Loans, administration and reconciliation thereof

· IRP5’s reconciliation and submission

· Setting up of a working filing system

· Basic HR Officer duties

2005 – March 2006 – Reason for leaving: - Far from home and temp position
Debtors - Namibia

Avis Fleet Services

· Running fleet services debtors book for the whole of Namibia and part RSA on AS400

· Reconciling accounts

2004 – 2005- Reason for leaving: - 1 Year contract
Training Officer/Administrator/Client Liaison

Multi Waste Sandton

· Training staff 

· Installing new / easier computer programs for staff to understand

· Basic Bookkeeping

· Debtors reconciliations

· Wages

· Creating computer records for different departments

· Assisting Departments with Admin

· Data Capturing

· Client Liaison
· Client visits

· Account Management

2003 – 2003- Reason for leaving: - 1 Year contract
Rainbow/WBHO Construction

Assistant and Administrator 

· Assistant to Director, 2 Site Agents, 2 Engineers, 2 Quantity Surveyors, Health and Safety Officer
· Liaise with the Client (ESKOM), Architects (LKA) and Management directly.

· Administration of Site diary, appointments, follow ups, etc

· Dealing and Assisting +/- 30 Sub-Contractors with a total workforce of over 300 people on a daily basis

· Stationary, Screening incoming calls, Typing letters, memos, faxes

· Petty cash, reconciliation and basic bookkeeping

· All filing

· Administrate tenders 

· Manage daily mail

· Distribute, maintain control all Site instructions

· Procurement – Assist site agent ordering of materials – dealing directly with Sub Contractors
· Supervise kitchen and cleaning staff

· Confidential typing

2002 – 2003 – Reason for leaving: - C/O went under
Flight Training College of Africa

Front Desk OPS/Admin Manager 

· Investigating Petty Cash account 

· Sensitive and confidential documents and correspondence directly with MD
· Manage Front Desk (4 people)

· Co-Ordinate flights with the books
· Client liaison – Problem cases only
· Setting up of client accounts on Pastel
· Liaison with Police

· Liaison with Banks

· Staff supervision / Management / Control all Shift personnel
· Maintain maintenance schedules for airplanes
· Customer queries – only problem queries
2000 - 2002

Minolco – Reason for leaving: - Relocated to Mafikeng
Admin Supervisor over 5 Departments

· Oversee and administrate Meter readers

· Oversee and administrate New Business (incl. Government contracts)

· Stock control

· Orders (consumables)
· Reception/Switchboard
2000 – 2000 – Reason for leaving: - C/O went under
SCR Technologies

Supervisor 

· Oversee staff at customer front line
· Oversee and control of invoicing
· Oversee Petty cash 
· Controlling all the cash coming in through the front desk
1999 – 2000 – Temporary position
Hellman Safari Logistics

Secretary and Administrator

· Petty cash
· Invoicing
· Client liaison 
· Admin, Screening all telephone calls

· Arranging Hunting Trophy permits for export.

1997 – 1998 – Reason for leaving: - Relocated to Sun City
Plessey Projects

Creditors 
· Creditors
· Negotiate discounts with Sub-Contractors and Management
1990 – 1997
Housewife with daughter and working for Fence-All (owner business)
1989 – 1990 – Reason for leaving: - Pregnant with my daughter
Witbos Veterinary Clinic

Veterinary Assistant/Reception
· Reception, Petty Cash
· Invoicing

· Sterilizing of theatre / operating equipment
· Ordering and controlling of schedule medical drugs
· Theatre assistance

· Assist with animals

1978 – 1989

Insurance
· 11 years of new business, admin

· Secretarial duties
· Office maintenance

· Client liaison


	


