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ALINA CULEA
Address: 27 Cottingham Drive, Pontprennau, Cardiff, CF23 8QG
Email: alina13culea@gmail.com | Telephone: +44 0749 3243 606

Personal Statement:
A motivated person, great at working in a team, with the ability to meet targets while working in a fast-paced environment. I have experience in Customer Service, and Financial Back Office (Purchase Orders, Billing and Accounts Receivable) and I am looking for a job where I can use all of my experience and my skills, by completing challenges and targets.

Key Achievements:
1. Huawei: I helped with the automatization of the process, to the point where all the invoices were made automatically by the system.
2. Huawei: I was a trainer for the new staff, and they performed at high standards.
3. Total: I was working in 3 languages: Romanian, English and French. 
4. Total: I, alone, took over the process from Niger and I have performed excellent and I gain a big contract for the company. 

Employment history:
05/2020 – Present
LTH Holdings, Cardiff, United Kingdom
Sales Advisor:
· Make outbound calls to the customers.
· Promote the company’s products and make sales.
· Objection handling.
· Ensure that every sale is compliant. 
01/2020 – 02/2020
FirstSource Solutions, Cardiff, United Kingdom
Customer Service Advisor:
· Respond to the inbound calls from customers.
· Respond to any inquiry in a professional matter.
· Promote the company’s products and make sales. 
03/2019 – 10/2019
Total Global Services, Bucharest, Romania
Executive Accounts Receivable Analyst with French:
· Perform account reconciliations.
· Monitor customer account details for non-payments, delayed payments, and other irregularities.
· Research and resolve payment discrepancies.
· Maintain accounts receivable customer files and records. 
· Follow established procedures for processing receipts, cash etc.
· Process credit card payments.
· Prepare bank deposits.
· Investigate and resolve customer queries.
· Process adjustments.
· Communicate with customers via email or Service Now.
· Assist with month-end closing.
· Collect data and prepare monthly metric.
07/2018 – 03/2019
Huawei Technologies, Bucharest, Romania
Billing Trigger Specialist:
· Maintain and update billing trigger plan based on delivery plan. 
· Billing or Revenue trigger in timely and correct manner based on billing supporting documents which provided by project team (such as POD, etc acceptance documents).
· Print and send the invoice to customer for sign back and acceptance. 
· Monitor the billing and revenue recognition process and pro-actively push related depts to solve the problem as. Regularly analyse the business status and send the report timely.




03/2017 – 07/2018
WNS, Bucharest, Romania
Business Analyst with French:
· PR to PO (Purchase Request to Purchase Order.
06/2016 – 02/2017
Vodafone, Bucharest, Romania
Customer Service Advisor:
· Customer oriented. 
· Resolve customer complaints via phone. 
· Use telephones to reach out to customers and verify account information. 
· Try to sell. 
· Cancel or upgrade accounts.

EDUCATION

04/2020 – Present
University of Wales Trinity Saint David
Certificate of Higher Education in Skills for the Workplace

10/2015 – 06/2018
University of Bucharest, School of Letters
Bachelor’s Degree in Communication and Public Relations

09/2011 – 06/2015
‘Mihai Eminescu’ National College 
High School Diploma

ADDITIONAL SKILLS

· Excellent communication skills.
· Social media expert.
· Visual communication principles.
· Analytics, market research and data gathering.
· Customer oriented.
· Team player.
· Positive.
· Great with numbers.

INTEREST
I love makeup, learning new things, writing, reading and long walks. 

REFERENCES CAN BE PROVIDED ON REQUEST.
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To Whom It May Concern, 

I am a person with a wide experience in Customer Service and Financial Back Office, and I am writing to apply to the position of Customer Service Advisor. I have more than 5 years of work experience in this department, and I am sure that I can be a great addition to your company. 

During the time that I have worked in Cardiff, I was only working as Customer Service Advisor but only on temporary contracts, especially during the pandemic, and I am more that ready to have a permanent position within your company. I am experienced in both inbound and outbound calls, and I had great SLA’s and I am a fast learner. 

During my experience in Financial Back Office, I performed many jobs such as Business Analyst, Billing Trigger Specialist and Accounts Receivable Analyst. I am fluent in three languages – Romanian, English, and French, and I very flexible with my schedule and my main focus is to give a great experience to the customers. 

I have only worked in fast-paced environments and in big, international companies, that opened my mind and allowed me to see many perspectives of the businesses. I am also a resilient person, because I always helped to improve the process, or I was responsible for taking the process from another countries, such as Niger for Total and Italy, Germany, and France for Huawei. I am used to work in a multi-cultural environment, and I have great communication skills, and at the same time, the ability to work in a team in order to reach common and individual goal, targets, and SLA’s. 

I am more than convinced that I am a suitable person to occupy the position of Customer Service Advisor, due to my experience and the skill set developed in my previous experiences. At the same time, I am looking forward to learn more and to keep grow and develop a successful career within your company.

I have attached my CV to the letter, but please feel free to contact me if you have any questions. I hope to hear from you soon. 

Sincerely, 
Alina Culea
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