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RECHIE 
CAREER OBJECTIVE:

To land a suitable job where I can effectively apply, develop, share and maximize my knowledge and skills, particularly in financial and administrative matters; and make positive contributions and impact to the company I will be  to working with. 

EDUCATIONAL QUALIFICATION:

BS in Business Administration major in Economics (with UAE Duly Authenticated TOR)
Central Luzon State University 
Science City of Muñoz, Nueva Ecija, Philippines

May 5, 2008- April 13, 2012 
WORKING EXPERIENCE/S
DMCC



Second Citizenship Specialist/ Office Administrator


November 17, 2015- May 4, 2016


Duties and Responsibilities

·  Office Administrator/ Petty cash custodian 

· Act as the reception officer and greet all people coming in and out of the office;
· Drafting of official communication and correspondence;
· Preparation of minutes of the meeting and scheduling of online video conference meeting;

· Preparation of LPO: managing office and pantry supplies; 

· Answer all in-bound phone calls;

· Managing and maintaining office files and archives;

· Maintaining and disbursing petty cash fund for the whole organization;

· Preparation of expense report for the Financial Report to be submitted in DMCC for renewal purposes;

· Customer Service: Commonwealth of Dominica Second Citizenship Specialist
· Schedules meeting, within or outside the office,  and provides consultation to Arab nationals on second passport from Dominica;

· Assisting clients in filling-up required forms; assistance in preparation of other required documents  for the application; and translation of Arabic Documents to English;

· Coordinating clients’ application to our Lawyer whose based in Dominica;

· Key person for the SMS Marketing Campaign;
· Maintain files and database of Clients in CRM and preparation of personal clients’ database, and monitoring sheet for easy retrieval and follow-up;
· Preparation of video presentation regarding Citizenship by Investment; pamphlets and video information dissemination. 
· Others

· Research an update on current market updates on service information and preparation of competitors’ detailed information;
· DMCC Portal application for: employee’s visa, license renewal, and adding of new activity under the license;

· Assistance in the preparation of business plan;
· Preparation of Company’s New Webpage Content;
· Application of NOC’s to: RERA, DMCC, Concordia, and Ministry of Foreign Affairs.
Philippine Rice Research Institute (PhilRice)-a GOCC; ISO 9001:2008; ISO 14001:2004; OHSAS 18001:2007
Maligaya, Science City of Muñoz, 3119 Nueva Ecija, Philippines 
July 1, 2012- September 20, 2015 (3 years and 2 months)

(Second Contract) Cash Clerk III—Administrative
Financial Management Division, PhilRice

January 1, 2013 to September 20, 2015
Received a grade of Very Satisfactory Rating on Performance Management System (PMS) under ISO9001:2008
Duties and Responsibilities:

· Customer Service
· Providing frontline service to different stakeholders inside and outside PhilRice such as, seed buyers, suppliers and collectors, and service contractors and job orders;
· Answer telephone calls and enquiries in a polite and professional manner;
· Preparation of Collection Receipt/Official Receipt;
· Issuance of check payments payable to staff, job orders, and suppliers;
· Mailing of documents related to fund releases and check payments to various institutions;
· Preparation of letter of request to LBP payroll account for newly hired staff; and other communications needed;
· Admin, Banking and Financial Control

· Act as Collection Officer for Corporate Accounts

· Manage corporate accounts daily bank balances;
· Manage and maintain corporate time deposits;
· Preparation of schedule of payment through Land Bank of the Philippines’ (LBP) upload facility for Service Contractors, Representation and Travel Allowances of Executive Director, Deputy Executive Directors and Division Heads and other payable to PhilRice staff;
· Assistance in preparation of checks;
· Transacting with two banking institution twice a week to deposit collections.
· Document Control and Filling

· Preparation of daily Reports of Checks Issued (RCIs) and submit to Accounting Unit for Corporate Accounts; 
· Preparation of Late Vouchers to be submitted to Accounting Unit;
(First Contract) Administrative Assistant 
Technology Management and Services Division, PhilRice
July 1 2012-December 31, 2012

Duties and Responsibilities:

· Procurement: 

· Preparation of Purchase Request(PR), Request for Price Quotations(RPQ), and Purchase Orders(PO) sent to different suppliers, negotiate terms and conditions, making sure it is parallel to Government Procurement Reform Act also known as RA 9184; 
· Preparation of Budget Utilization Request for approval of Budget Officer;
· Administrative: 

· Preparation of Request for personnel, screening of applicant and preparation of contract for newly hired staff;

· Preparation of Disbursement Vouchers and Petty Cash Vouchers and ensure the timeliness of payments and reimbursements;

· Preparation of travel order and coordinate it with PhilRice’s dispatcher, ensuring the timeliness of vehicle on date of travel;
· Preparation of request for training supplies and monitors the timeliness of its delivery in expected date of use;

· Preparation of quotations and booking of accommodation in hotels outside Nueva Ecija Province for Season Long Trainee;

· Prepare letters and other communications for various programs;

· Preparation of Division’s minutes of the meeting;
· Financial: 
· Preparation of liquidation reports for Season-long Farm Training Program for Extension Agronomist in Sub-Saharan Africa, a Japan International Cooperation Agency (JICA) funded project; ensure that all funds are properly disbursed in accordance with signed Memorandum of Agreement and Financial Plan to be submitted within a specified time frame;
· Monitoring and Coordination of payments to emergency laborers, suppliers, rented vehicles;
· Preparation of schedule of payment for service contractors every 15th and 30th of the month;
· Preparation of payroll of allowances for trainees every month.
· Others:
· Compliance with Integrated Standards and Systems Office policies on: ISO 9001 (Quality Management System), and; ISO 14001 (Environmental Management)
· Manage and filed documents for easy retrieval.

SKILLS

· Computer Literate (Microsoft Office and CRM)
· Basic knowledge in preparation or Business Planning and Feasibility Study
· Interpersonal and Communication Skills
PERSONAL CHARATERISTICS AND WORK ATTITUDE

· Hard-working, objective, dedicated, and optimistic;
· Very willing to accept constructive criticisms
· Can handle work pressure and very willing to undergo training when necessary
ACHIEVEMENT/S

· CIVIL SERVICE ELIGIBLE-Civil Service Commission, Philippine Government

Career Service Professional 

· FULL SCHOLARSHIP-Nueva Ecija Provincial Government

1st Year to 4th Year College
TRAINING/SEMINARS/CONFERENCE ATTENDED
· Work shop on Best Practices in HR

Blue Ocean Academy

Park Regis Hotel, Karama

March 26, 2016
· Seminar on Cash Management and its Internal Control System
Association of Government Internal Auditors (AGIA)

Kimberly Hotel, Malate, Manila, Philippines

November 27-29, 2013

INTERNSHIP

· SECURITIES AND EXCHANGE COMMISSION




Mandaluyong City, Metro Manila, Philippines




November 21, 2011 – January 26, 2012

PERSONAL DATA:
· Birth Date: 
October 18, 1991
· Age:    

 24 years’ old
· Gender:               Male

CHARACTER REFERENCE/S
Available upon request
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