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Dear Sir/Madam,

I am glad to know that you are in need to fill a position from your Accounting/Finance team and would like to express my interest for the position.

I carry with me my more than five years of solid Accounting/Billing/Finance/Accounts in our department in Baker & McKenzie in Manila, Philippines. As a biller throughout, I do all the billing-related processes (drafting, WIP, generation, data entry, narrative editing, transfer of time and costs, quality review, finalization, reverse the invoices if necessary, formatting of bills and end process-finalization etc.) and prepare necessary reports for San Francisco-Palo Alto, Tokyo, Amsterdam and Prague office (which arethe main offices in my team) using the Elite System (Thomson Reuters ERP/SAP-like System). I was assigned then to process bills/ invoices for London which lasted only for 6 months but I learned so much that even after I am transferred to another office I brought with me my experience handling such very complicated bills (long bills). I can now then work on not only with STAP but with other offices as well, if my assistance is needed which lasted for more than 3 consecutive years, rendering long hours of OT (overtime) almost everyday to complete all the bulk batches of request from different offices that I attend to. 
My strengths when at work are positive attitude, flexibility (especially in extending hours just to complete the deadlines given), willingness to learn new instructions, being approachable, communication skills and confidence to myself. I believe that I can blend with any other company for Baker & McKenzie is a multinational company where different nationalities are together within a floor back in the Philippines, and in line of work I need not of full supervision for I am a quick learner, once I get hold all of the information and procedures/instructions I have to gain in work.
With my other affiliations in the company, I have been an active member of Emergency Response Team since 2009 up to 2014, whom organize the department’s (BFSC, Billing and Finance Support Centre) safety during the unwanted situations (earthquake, fire, calamities etc) and as a trained of Basic Life Support team we are also assigned to check fellow colleagues in other activities outside the company (outing, sport activities and recreations). I also paticipate in other sports activity such as Basketball and Volleyball. 
Thank you and looking forward your response and hope that you to consider my application and have it discuss with you.

Sincerely Your,

Career objective: 
Obtain and secure a position that will enable me to use my organizational skills, ability to work well with people, quick learning skills, and to have the opportunity to learn and to lead guided by the organizations mission and vision.

Career Profile:

September 2008 – January 2014


Baker&McKenzie, GSM Inc. Philippines – BGC The Fort, Taguig, Philippines

As Billing Coordinator (2008 – 2010)

· Generate, data entry, edit and review prebills/ bills/ invoices and necessary reports for different offices

· Perform billing and other related tasks (requested by foreign offices of 

Baker & McKenzie, Accounting support, Accounts receivable, Accounts payables). 

· Maintain and update Client and Matter level details for each client and special requests if necessary (Data Entries for each Client/ Matter level)
· Maintain weekly /monthly billing reports and records, to be submitted to the Team Leader
· Perform Quality review for each bills/invoices finished before sending to client
· Fulfill all E-billing assignments for some clients
· Communicate with clients through email / telephone call

As Billing Specalist (2010 – 2014)

· Same as BC with additional administrative tasks
· Train new hires with the basic view of the processes (MS PowerPoint)
· Assist Team Leader in final weekly/monthly report preparation and other administrative matters, to be submitted to Operations Manager
· Back up Team leader during the Opening season of our system

· Monitor the output in day-to-day basis using MS Excel (Pvot, Lookup)

· Quality Control / review all finalized bills/ invoices prior sending directly to the clients (MS Word, MS Outlook)

Personal Achievements:

· Top Billing Coordinator Overall – November 2009, given by our Operations Manager 
· Most Productive Billing Coordinator – November 2009, recognized by Team Leader
· Best Team Overall – September 2010, given by our Director 

                                     (San Francisco-Palo Alto, Tokyo, Amsterdam and Prague team)

· Top Specialist Overall – October 2010 / April 2013, given by our Director

Skills and Knowledge
· Knowledgeable in Elite System (like SAP system for Business and/or Legal Industry)

· Thomson Reuters Elite offers an end-to-end enterprise business management solution that allows law firms and professional services organizations to run all operational aspects of their firms, including business development, risk management, client and matter management, and financial management.
· Proficient in general math and accounting; strong analytical skills with numbers

· Very good communication skills (both Oral and Written)

· Technical/computer skills, above average knowledge in computer troubleshooting

· Keen attention to details and effective organizational skills

· Team player, ensure everyone is sucessful in completing individual tasks

· Effective time management and decision making if necessary

· Prioritize essential requests  to meet deadlines

· Less supervision needed in everyday work-around tasks, even in rendering OT
Educational Background:

Tertiary – Philippine Christian University, Taft, Manila Philippines

· 2004 to 2008 – BS in Business Administration, Major in Management

Secondary – MCA Montessori School, AFPHOVAI, Taguig Philippines
· 1999 to 2003 –Seconday School Diploma
 Personal Information
Birthdate: May 18, 1986
Nationality: Filipino

Religion: Catholic

Status: Visit Visa
