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______________________________________________________________________
CAREER OBJECTIVE:

“To use my skills in the best possible way for achieving the company’s goals”
_____________________________________________________________________
PROFESSIONAL QUALIFICATIONS:

· More than 8 years experience in finance operation (Shell Shared Services Asia, B.V.) as Specialist in billing end to end process.
· Assistant Team Manager for Pre-Billing process.
· With extensive knowledge in cleaning up backlog unbilled costs and collection of overview invoices.

· Member of User Access Training for Query Management tool.
· With a degree in Bachelor of Science in Accountancy.

· Advance knowledge and proficiency in Microsoft Excel, Word, Power Point, and Outlook.

· Advance knowledge and proficiency in SAP ERP
· Strong written and verbal communication, interpersonal, and customer-service skill.
EMPLOYMENT HISTORY

Company: Shell Shared Servic0e (Asia) B.V., Makati City, Philippines

Position: Billing Analyst (Feb-2007  –March 2009) 
      Senior Billing Analyst (October 2011 – October 2013)
Responsibilities:

· Bill customers and ensure that billed charges/booked revenues for service companies are in compliance with appropriate accounting principles, contract guidelines and regulations

· Re-issue invoices for additional revenues and adjustments as identified by the Finance Business Support 

· Reconcile re-billed charges against previously issued invoices to avoid duplicate and incorrect billing 

· Review accounting documents to ensure complete accounting entries in Finance as a result of the billing process 

· Review various reports for charge details to identify discrepancies against approved requests

· Communicate and resolve billing exception with the applicable service delivery organization.

· Act as a point of contact for billing issues and facilitate resolution as appropriate.
· Facilitate process review, documentation and testing of internal controls for complete SOX compliance. 

· Controls focal point for billing process.
· Prepares and ensures accurate billing of charges to different Shell legal entities.
Accounts Receivable Analyst – (April 2009 to March 2010)

Responsibilities:

· Create spreadsheet listing of all outstanding invoices in the statement of account and send it to customer focal points. 

· Share monthly statement of account with Service Provider and Customer to ensure reconciliation between Accounts Receivable and Accounts Payable ledgers.

· Ensure that Customer's Accounts Payables are collected on or before due date. 
· Work closely with the customer in resolving billing issues in order to avoid delay in payment.
· Call and set up meeting with customers on a regular basis to clear overdue invoices.
· Ensure global mailbox system is monitored daily and takes appropriate action (create and assign ticket, obtain additional information from customer as needed, & provide customer with invoice copies and backing documentation upon their request)

· Ensure billing inquiries are routinely monitored and where inquiry is not resolved within 30 days adhere to the established escalation procedures.

· Ensure billing inquiry resolutions are properly implemented and communicated to the appropriate customer focal point.

· Prepares billing requests for invoices that need rebilling due to error in charges.
· Accountable for ensuring that difference between Accounts Receivable and Accounts Payable ledgers identified between the Statement of Accounts are eliminated on a timely basis.

SITI Pre-Billing Analyst – (April 2010 to September 2011)

Global Functions Pre-Billing Specialist (November 2013 – June 2015)
Responsibilities:

· Ensure that upfront agreements are in place between the Service Provider and customers to enable accurate billing, coding and payment of Intra-Group Service transactions.  
· Facilitate the recovery of charges from customers by accurately preparing the billing details and submit it to the billing team for invoicing.
· Actively monitor the unbilled balances on behalf of the service providers to ensure that late invoicing is minimized.

· Ensure that invoice layout and content has clear, sufficient and accurate information to enable the efficient processing of invoice.
· Accountable in ensuring that all customer queries are resolved and that problems are corrected at source to prevent recurrence.

· Acts as Officer-in-charge for the team if the manager is not available.

· Assist the team manager in resolving billing process issues and coaching of other members of the team.
EDUCATIONAL BACKGROUND

Bachelor of Science in Accountancy

                                                                  
Divine Word College of Legazpi 
 


                                                     
Legazpi, City, Philippines

PERSONAL DATA

Date of Birth
: October 28, 1981
    
       Civil Status
: Married


Religion
: Roman Catholic

       Gender 
            : Male

Nationality 
: Filipino


       
Place of Birth
: Bacacay, Albay, Philippines




