Noel Antonio Rivera
noelantoniorivera@live.com | 540 S 12th St. Reading, PA 19602 | (610) 816 9279
Education	Reading Area Community College	May 2017
	Degree: A.A. Accounting	GPA: 3.0
	Alvernia University	May 2019 (EXP)
	Degree: B.S. Accounting /Fraud Examination	GPA: 3.3
	Organizations: Phi Beta Lambda, Veterans club
[bookmark: _GoBack]Experience	H&R Block	Kenhorst, PA
Nov 2018 – Present	Tax Professional
· Conduct tax interviews with clients to prepare complete and accurate tax returns
· Generate growth, increase client retention, offer additional products / services
· Provide IRS audit support
Feb 2018 – Apr 2018	Integra Business solutions	Wyomissing, PA
	Administrative Assistant
· Provided phone, fax, copying, filing, and scheduling support
· Maintained client tax information 
· Created Invoices and received payments using QuickBooks
Jul 2017 – Dec 2017	UGI Utilities	Reading, PA
	Customer Accounting Rep
· Corrected billing errors
· Provided back office and data entry support
· Received SAP training
Mar 2014 – Jun 2017	Wal-Mart	Reading, PA
	Asset Protection Associate
· Protected company assets and the safety of customers and employees
· Monitored and investigated fraudulent transactions
· Trained employees on safety and security standards
· Trained APA new hires
May 2012 – Dec 2012	Harrisburg Area Community College	Lebanon, PA
	Veteran Affairs, Student Rep
· Maintained student records
· Provided data entry support
· Maintained knowledge of many different education policies
Jul 2011 – Apr 2012	Security Guards Inc.	Wyomissing, PA
	Security Officer
· Maintained safety and security for clients’ assets and employees
· Conducted hourly perimeter checks
· Maintained proper paperwork
Military	U.S. Air Force	Minot, ND
Jul 2007 – May 2011	Missile Facilities Maintainer
· Maintained electrical, fiber optic, pneumatic, and hydraulic systems
· Completed over 500 hours of volunteer service
· Awarded a NATO medal, Afghani Campaign medal, and the overseas expeditionary medal
· Awarded the Air Force Achievement medal – only one awarded that year
