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26th February 2023 

 

To Whom it may concern, 

I am writing in order to apply for the position of Accounts Payable which seemed 

very interesting and fit my profile because like as can be seen on my CV right after 

finishing my degree my first experience in Finance was as Accounts Payable where I 

learned how to analyse invoices, checking the type of invoice, if is the correct entity, 

the VAT and the invoice amount among other details. As Accounts Payable I also 

had to check if the PO match with the invoice or if not if there was some error I 

communicated directly to with those responsible for creating the PO's in order to 

solve the problem. In this same company I worked as Expenses Analyst Assistant 

where I learned to follow the company's policies in the process of auditing and 

approving employee expenses. 

 

I always thought it would be important for my career to have an international 

experience so before Brexit I Packed my luggage and organised my trip to UK where 

I could improve my English and learn functions like Banking Administrator and 

Finance analyst.  

Being an organized and attentive person to details helped me adapt very well to both 

functions and because it was a very busy work environment I learned efficient ways 

to work with Excel. 

I’m a resilient person who believes that for every problem there is a solution. I 

describe myself as a flexible, responsible, with great learning capacity, hardworking 

with a positive "can do " attitude,  and the kind of person who says "good morning" 

every day to everyone with a smile. 

 

Please review my attached CV for additional details about my education and career 

achievements. I appreciate your time and I would like an appointment to discuss how 

my experience meets your needs. 

 

Sincerely, 

Keila Costa 

 



Keila Da Costa 

 

Mobile: 00447756420431 

Email: KeilaCosta94@gmail.com,  

www.linkedin.com/in/keilacosta1 

 

Personal Profile 

 
I started working at Claire's as a banking administrator a few months ago. Prior to this I worked as a 
customer service assistant for Lidl, for 7 years in Lisbon to support and finance my BSc in Accounting 
and Business Administration at the University of ISCAL, during which time, I also gained some 
experience as an assistant accountant for Thales Business Support Services a Portugal-based 
international company. 

 
I am a hardworking, quick learning, self-motivated individual with a positive “can do” attitude that 
would like a new beginning in your company to strengthen my current skills and expand on knowledge 
and experience. 

EDUCATION AND QUALIFICATION 

BSc Accounting and Business Administration at University of ISCAL (2020), Lisbon, Portugal: 
Subjects:                     Financial Statement Analysis  

                                                 Accounting Information Systems  
                                                 Business Project Simulation 
                                                 Finance Accounting 

 
Graduated 2:1  Dissertation "Final Report and Evaluation of Business Preposition" 

 
En 

English Proficiency (2019): Certificate of English Achievement  
                                                 (1 month full time course in Oxford with EF Education First) 

 
               A Levels (2015):                    Portuguese, English, French, Mathematics, IT, Statistic, Geography 

Economics 

 

Work Experience 

Banking and Finances 

Mid-June 2022 – February 2023: Financial Analyst,  Claire's, Birmingham, UK 
• Prepared reconciliations of prepayments and accruals for Portugal and Italy 
• Maintained Balance Sheet Reconciliations. 
• Analysed and identified reasons for key variances in month end 
• Prepared VAT for Portugal and Italy 
• Analysed and updated reconciliations for the Fixed Assets Register ensuring that all assets 

for Portugal and Italy were posted correctly 
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• Analyse and approve/reject POs and Invoices to be Capex for Portugal and Italy 

 
March 2022 –  Mid-June 2023:Banking Administrator, Claire's, Birmingham, UK 

• Looking after the daily reconciliation of all European accounts 
• Dealing with payments of all European countries except for Spain 
• Working with Oracle Financials to check, set up and modify suppliers' data 
• Archiving and filing of all incoming correspondence in conformity with any and all legal 

requirements 
• Took incoming calls from suppliers regarding banking queries and resolved any issues 

raised. 

 

Customer service and retail 

February 2021 – March 2022: Customer Assistants, Lidl, Birmingham, England 
• Cashier and providing friendly customer service 
• In charge of production of quality breads and pastries following Lidl standards and in a 

timely manner 
• Store maintenance of cleaning to ensure high standards of hygiene and to look good at all 

times  
• Help on unpack deliveries and shelves re-position 

 

AP Invoices & Expenses Analyst Assistant 

September 2019 – November 2020: Accounts Payables Assistant, Thales Business Support Services, 
Lisbon, Portugal 

• Process accounting documents manually in Oracle Financials, Process IT and Readsoft 
• Auditing and Approving of employees travel and expenses in SAP Concur and ensure 

compliance with each of the specific Travel and Expenses Policies 
• Support month end preparation 
• Statement reconciliation 
• Identify invoices that are overdue or have not received. 
• Corresponding with employees and respond to inquiries in English related to Company 

Expenses. 
• Main operational tasks include receiving and processing of invoices  (Check the right goods, 

the right VAT, the amount and the entity) 
• Comply with relevant internal controls, policies, and procedures. 
• Daily usage of working with Oracle Financials ERP  

 

Customer service and retail 

August 2013 – November 2020: Customer Assistants, Lidl, Lisbon, Portugal 
• Cashier and providing friendly customer service 
• In charge of production of quality breads and pastries following Lidl standards and in a 

timely manner 
• Store maintenance of cleaning to ensure high standards of hygiene and to look good at all 

times  
• Help on unpack deliveries and shelves re-position 

 
July 2009 – April 2010:  Call Centre Operative, MEO, Lisbon, Portugal 

• Inbound calls to existing MEO customers  



 
 
 
 

• Resolving customer queries or forwarding to appropriate internal contact 
• Telemarketing; promoting special offers or upgrades 

Further Skills 

IT Proficiency: MS Office (Excel, Word, PowerPoint) 

 
Other IT skills: Oracle Financials, Concur SAP, Readsoft, Verify, software Primavera, Pennine 

 
Languages: Portuguese (Native), English, Spanish  

References 

Available on request. 

 


