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Richiel
richiel.363139@2freemail.com 

Career Profile:

Competent and reliable professional, comfortable at multi-tasking, with more than 6 years experience in diverse office environments. Striving to understand what client needs and respond them in a positive approach. Can work well independently and specially trained to work in a professional environment.    


· Orient Exchange Co L.L.C.

Office Assistant – Treasury / Banknotes Department
July 02, 2011 – Present
Responsibilities:
· Work with Bank Notes Department to provide dealing and administrative assistance for course of everyday operations.

· Prepare monthly global transportation report and submit to Customs.
· Monitor the local and international shipment guarantee on-time delivery.

· Prepare the necessary custom documents and other paperwork such as commercial invoices, dealing rates, etc.

· Exhibit strategic leadership and foresight in support of long range sales growth.

· Oversaw rush orders and order changes of currencies.  
· Verify the accuracy of physical cash when needed.
· Report  to immediate head regarding the update shipment status information
·  Responsible for declaring the value amount in export shipments.
· Prepare and assess the export and import documents for Mirsal II documentation.  
· Created a shipment with assigned carriers and dispatched the shipment.
· Prepare daily report and coordinate to the area managers for local and foreign currencies needed of branches.
· Receives the same email correspondence as the Department Head / Director, respond on his behalf, forward to concerned persons and take actions if necessary.

· Deal currencies to clients, other exchanges and branches on profit sharing basis. 
· Declare and make a report for counterfeit and out of the circulation currencies.

· Ensure all the information’s held in the Bank Notes Department are secure and confidential.
· Bangko Kabayan Inc.

Ibaan Batangas, Philippines

Credit Analyst

February 10, 2010 – June 03, 2011

Responsibilities:

· Receives loan applications, provides a list of all bank requirements and conducts an initial interview of loan applicants to determine the loan purpose, fund requirement, capacity to pay and collateral offered.
· Coordinates with the Appraiser as to the appraisal of the collateral which should be included in the Credit Proposal.
·  Prepares the Credit Recommendation and Approval Memo (CRAM), which is the overall outlook of the borrower and should be based on both the quantitative data and qualitative factors about the client.
· Responsible in analyzing the financial status of the client; preparing the financial statement of the client to determine if they have a capacity to pay.

· Presents the loan for approval to the Credit Committee and or Executive Committee. 

· Establishing good public relations for the Bank with its client, officials of government agencies and other establishments and general public.
· Prince Sultan Military College of Health Sciences

KFMMC Dhahran
Kingdom of Saudi Arabia

Clerk/Typist cum Secretary– Registration Department

October 17, 2006 – February 26, 2009

Responsibilities:

· Responsible in administrative support and assistance of the College Registrar.

· Perform all routine clerical functions such as photocopying, filling documents, student files sorting, fax sending.

· Prepare, control, monitor and maintain the entire student file. 

· Organize and maintain each student status in the college. 

· Receive incoming calls, and responds for grades inquiries and student status.
· Assists the College Registrar in preparing and distributing memos, correspondences to all college departments.

· Prepare and edit letter, reports and other related materials from handwritten copy.
· Preparing all needed materials in meeting /conference.

· Assists all the Dept. Heads in submitting their grades to students.

· Maintaining and updating announcement of student’s bulletin board.
· May supervise and train new office staff in procedures and in use of current software.
· Prepare and calculate the transcript and certificate of the graduating students.

· Ensure all information held in the student registry is secure and confidential.
· Promark Industries Inc. (Mossimo)

San Juan, Metro Manila

Accounting Staff 

April 14, 2009   - July 17, 2009

March 03, 2006 – September 17, 2006

Responsibilities:

· Receive and verify each day sales report from the Store Supervisor through Process Sales.

· Audit each sale report if the store(s) gave right amount to the customers.

· Calculate and audit the Ads and Promo Sale (GC) for the month.

· Check bank passbook of the company to ensure the each day cash sales were deposited.

· Calculate the exact sales and receivables amount collecting of the company (Cash and Charge).

· Prepare Certified Monthly Sales Report of the assigned store to the Sales Audit.

· Coordinate to the bank wherein the cash sales and receivables were deposited for the problem occurs from the customers. 

· Prepare the designated materials needed by the bank (Chargeback Dept.) if they request for some retrieval and if we request some adjustment for the transaction.
         

· Bachelor of Science in Accounting Management                   


Batangas State University




April 2005 


· Skilled in Mirsal II software.

· Skilled in Symex software
· Well Acquainted with Thomson Reuters  (Foreign Currency Rates)

· Proficient in Microsoft Office Software – Word, Excel, PowerPoint, Outlook



Available upon request.
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