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Leahchim B. Jose					
Blk 04 Lot 15, Molave St., Central Signal, Taguig City, Philippines
Contact No.: 09155257383
Email: leahchimjose@gmail.com


Job Objective: Intend to build a career at leading corporate of high-tech environment with committed and dedicated people, which will help me to explore myself realized my potential and to work as a key player in a challenging and creative environment.	

Educational Background:

College:
	Philippine Christian University
	Taft, Manila
	Bachelor of Science in Business Administration Major in Management
	2008-2012

High School:
	Army’s Angels Integrated School
	Taguig City
	2004-2008

Elementary:
	MCA Montessori School
	Taguig City
	1998-2004


Work Experience:
	
	

Regus Global Service Centre
	Billing Associate
	3rdflr W HighStreet Building
	28thst cor 11thave BGC, Taguig City
	December 19, 2019 – Present		

· Validating and loading of contract details on system - 
· Invoice processing for raising new client agreement charges and client month end invoices
· Following company credit note and waive request procedure
· Ensuring reports are generated for Management Accountants
· Document all issues for client invoice queries and resolutions
· Document all change request and client updates from Centre Team
· Cater all billing/payment queries
· Involves in ad hoc tasks required for Billing Department






Holcim East Asia Business Services
Credit Specialist		
8thFlr Three World Square Bldg
Mckinley Hill, Fort BonifacioTaguig City
August 1, 2017 – June 5, 2019

· Assessing credit applications received from customers in Australia and New Zealand
· Doing background check on customer’s payment history and checking all the requirements needed for credit applications
· Entering details of approved customers in SAP via Citrix system
· Processing of blocking and unblocking of customer accounts from Malaysia
· Maintaining and adjusting of credit limit for Malaysia and Philippines customers
· Answering queries regarding the applications of customers
· Ensure timely preparations of reports



Regus Global Service Centre	
	Billing Associate
	3rdflr W HighStreet Building
	28thst cor 11thave BGC, Taguig City
	May 19, 2014 –July 31, 2017		

· Validating and loading of contract details on system
· Invoice processing for raising new client agreement charges and client month end invoices
· Following company credit note and waive request procedure
· Ensuring reports are generated for Management Accountants
· Document all issues for client invoice queries and resolutions
· Document all change request and client updates from Centre Team
· Cater all billing/payment queries
· Involves in ad hoc tasks required for Billing Department

K-Line Phils.Inc.
	Documentation Clerk (Reliever)
	Principals Account Coordinator (Reliever)
	Bookkeeper (Reliever)
	4thflr. Country Space Building
	Sen. Gil Puyat, Makati City
	September 3, 2013- February 2014

· Receiving waybills and documents from customers
· Checking all necessary requirements
· Performs general office clerical works including customer service, data entry, filing and recognizing documents.
· Processing of invoices and Purchase orders
· Data entry of customer details in SAP

  	


On-the-Job Trainee
	Philippine National Bank, Taft Avenue, Manila
	Dec. 2011 – Mar. 2012


Personal Information:

Age:		 30
Status:		 Single
Birthdate: 	 May 23, 1991
Citizenship:	 Filipino
Religion:	 Catholic

Skills and Abilities:

· Can do multi-tasking tasks
· Has an effective communication and customer service skills
· Has good data entry and analytical skills
· Self starter with a can do attitude.
· Proficient in SAP and MS Office Applications
· Ability to adapt to any situation and handle pressure
· Willing to try new things and interested in improving efficiency on assigned tasks.

Seminars Attended:

	Job Seeking Skills Seminar	Feb. 09, 2012
Leadership Training Seminar	Feb. 14, 2011
	Job Seeking Skills Seminar	Feb. 11, 2010
Go Negosyo			Sept. 27, 2010

Honors and Achievements	:


Education and Research Committee Leader in JEM (Junior Executives of Management)
5th Honorable Mention - High School
	Quiz Bee Winner- High School
	Best in Spelling – High School
.	Scrabble Player of the Year – Elementary
	Top Notcher - Elementary
	
	Civil Service Professional Exam Passer – October 21, 2012
	Rating: 80.31

Top Performer in Billing Team at Regus
	Perfect attendance Awardee
	Top Performer in Holcim










Reference:

	
Jessica Gonzales
Regus Global Service Centre
Supervisor
09362902047

Andrea Villarejo
Holcim East Asia Business Services
Accounts Receivable Specialist
09264261853
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