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Riezel  
OBJECTIVE
To work in a professional and challenging environment where I can be an asset to the company as well as to grow professionally within the organization. A hardworking and willing to learn new innovations that comes along my way.
PERSONAL SUMMARY
· A competent, motivated and enthusiastic with experience of working as part of team in full scale organization. 
· Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and colleagues. 
· Possessed a well-developed keyboard and computer skills with an advanced working knowledge of MS Office, internet, email and other applications. 
· Approachable, well presented and able to establish good working relationship with a range of different people. 
· Possessing a proven ability to generate innovative ideas and solutions to problems. 
· Able to handle variety of sensitive matters in professional, polished, and mature manner with tact, diplomacy, discretion and good judgment. 
AREAS OF EXPERTISE
· Office and Personnel Management 
· Administrative support 
· VIP Protection and security 
· Minute Taking/Report writing 
· Presentations/Lay out Designs/Photo Editing 
· Liaising / Coordinating 
· Correspondence Handling 
· Costumer Service/Client  Handling 
WORK EXPERIENCE
· Pension and Gratuity Branch
Benefit Claims and Processing NCO – Jan ‘13 to Dec ‘14.
· 2nd Infantry Division, Philippine Army, Armed Forces of the Philippines 
Administrative and Liaison NCO – Mar ‘12 – Jan ‘13
· Army Reserve Command, Armed Forces of the Philippines 
Administrative Secretary –June ‘06 – Jan ‘08
Administrative and Personnel Management NCO – Jan ‘08 to Jun ‘12 Reservist Management and Information Systems NCO – Jan ‘03 to Jun ‘06
· G2, Philippine Army, Armed Forces of the Philippines 
Secretary to AC of S for Intelligence, G2 – Jan ‘97  to Jan ‘01
Digital Map Reproduction and Info System NCO – Jan ‘01 to  Jan ‘03
PROFESSIONAL DUTIES
· Meeting and greeting clients and visitors to the office 
· Supports daily activities and overall administrative requirements to include document control activities. 
· Assure proper filing system is maintained, updated and should be able to pick a file when required and responsible for record keeping and tracking of documents. 
· Handling incoming/outgoing calls, correspondence and filing 
· Faxing, printing, photocopying, filing and scanning 
· Coordinates business travels , itineraries and accommodation of managers and other staff. 
· Updating and maintain the holiday, absence and training records of personnel. 
· Setting  up and coordinating meetings and conferences 
· Write report and submit documentaries as necessary. 
· Maintained adherence to SOPs for safety, security and force protection. 
PERSONAL SKILLS
· Time management 
· Proactive and Assertive 
· Flexible, approachable and trainable 
· High Integrity 
· Independent and structured 
· Personal accountability and commitment to achieve team goals 
· Team worker 
KEY SKILLS COMPETECIES
· Strong organizational, administrative and analytical skills. 
  Excellent communication  and presentation skills.
· Ability to maintain confidentiality. 
· Excellent  working knowledge of all Microsoft Office Packages. 
· Ability to produce consistency  accurate work even while under pressure. 
· Ability to multi-task and manage conflicting demands. 
  Ability to manage  costumer service and clientele  satisfaction.
· With strong professional relationship-building skills. 
· Ability to motivate , train and inspire talented working team/staff. 
ACADEMIC QUALIFICATIONS
· Graduate-Bachelor of Secondary  Education (1994) 
· Graduate –Basic Soldiery Course – (1995) 
· Graduated Micro Computer  Literacy Course (1995) 
· Passed- Licensure Examination for Teachers (1996) 
· Completed Defensive  Driving and Troubleshooting Seminar (2004) 
· Completed Intelligence Research and Analysis Course (2007) 
PERSONAL DETAILS
Name:
Riezel 
Nationality:
Filipino
Visa Status:  Husband Visa
References:
Available upon request
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