
Rinadel
Rinadel.340688@2freemail.com 
CAREER OBJECTIVE:

To join in a company that offers more constructive and challenging work environment and to enhance my skills and contribute in reaching optional working standard.
DESIRED POSITION:
Secretary / Document Controller 

 Receptionist / Asst. Administrator
QUALIFICATIONS:-

· Graduate:  Certificate in Computer Science 

· Eligibility: Data Encoder National Certificate (TESDA)
· Knowledgeable in MS office applications 
· Knowledgeable in Microsoft Outlook

· Having a self motivated personality and requires little supervision if necessary. 
· Having a great openness in learning and innovates new things constantly. 
· Swift learning/easy to adopt ability in all facet of responsibilities assigned. 
· Friendly, polite, helpful manner and good negotiator. 
· Strong ability to understand and carry out instructions. 
· Passion of enjoying the synergy of teamwork.
· Knowledgeable in using Tally ERP9 for the preparation of Purchase Voucher, Invoice, Delivery Note, etc… 

· Knowledgeable and experienced in administrative works such as handling and record keeping

· Knowledgeable in Shorthand skills and research

· Good communication skills
WORK EXPERIENCES:-

1. Receptionist cum Admin. Asst. – Polar Engg. & Trading FZC, Ajman Free Zone, Ajman, U.A.E. – November 12, 2013 to December 25, 2016  
· Greeting visitors in a courteous manner
· Receive, direct and relay telephone messages and fax messages to corresponding departments.
· Perform wide range of Administration duties, including entering and tracking requisitions; receiving calls and general inquiries and directing to appropriate staff; coordinating time sheets, purchase requests, shipments and mail deliveries.

· Provide accounts back up such as preparation of invoices, cheques & pay slips
· Updating records 
2. Computer Operator – Commission on Audit (COA) based in the Department of Education Division Office, Cabarroguis, Quirino – January 4, 2008 to February 15, 2013.

· Computer operator on communications prepared by the Audit Team Leader addressed to the audited agencies and those submitted to COA office
· Records incoming & outgoing communications and vouchers submitted and maintain the filing system of the office
· Encodes monthly & year-end reports COA Regional & Central Office
· Inspect building projects implementation
· Messengerial
· Recording of supplies received & issuance
· Processing vouchers
· Field works (i.e. School buildings completed)
3. Administrative Assistant – Office of the Principal, MAINHS, Maddela, Quirino – September 1, 2000 to December 31, 2007.
· Assist the Principal in the day to day meetings & activities
· Performs clerical duties for multiple supervisors
· Managing and distributing informations within the office
· Taking memos & assist in the preparation of correspondence  
· Maintaining files and deliveries
· Sending & receiving correspondence
· Greeting clients 
EDUCATION:-

UNIVERSITY:
Systems Technology Institute, Philippines

COURSE:

Computer Science - IT
I hereby declare that the above information is true and correct.

