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[1:) Robert Half

Full Name
Address - Phone Number - Email Address

Date
Name of the recruitment staff

Company name
Address

Dear Mr./Ms. Name of the recruitment staff,

| am writing to apply for the position advertised in . As requested, | enclose
a completed job application, my certification, my resume and references.
The role is very appealing to me, and | believe that my strong experience and education

make me a highly competitive candidate for this position. My key strengths
that would support my success in this position include:

* | have successfully , , and

* | strive continually for excellence.

* | provide exceptional contributions to customer service for all customers.

Witha _ degreein , | have a comprehensive understanding of the
projects. | also have experience in . Please see my resume
for additional information on my experience.

| can be reached anytime via email at or by cell phone,
Thank you very much for your time and consideration. | look forward to speaking with you
about this employment opportunity.

Sincerely,

Full Name

TOKYO OSAKA

IT'S TIME WE ALL WORK HAPPY™
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Jason Hattori

13F

4-1-3 Kyutaro-machi
Chiyoda-ku, Tokyo
100-0004

Mr. Geoff Smith

First Contact Accounting
Ote Center Bldg. 22F
1-1-3 Otemachi,
Chiyoda-ku, Tokyo
100-0004

Thursday 12th January

To Mr. Smith,
| am applying for the role of senior accountant at First Contact Accounting because | believe | have the skills, experience
and dedication to succeed in the role.

| have spent the past 10 years working for local and global accounting firms, instilling a profound understanding of the
industry as a whole, and cementing my passion for best practice financing. | have developed positive relationships with
finance firms, banks, accountants and auditors from around the globe, with an intimate understanding of what is
required to manage large and successful client portfolios.

In my current role as Financial Auditor at Bellor Services my primary responsibilities are developing and maintaining
accounting systems and procedures in accordance with Japan law, providing regular detailed analysis of capital allocation
and forecasting spend to remain both up-to-date and competitive with international trends.

At Bellor | was solely responsible for refining the reporting process and reducing costs by 37% in just two years. | also
played a critical role in the cross-departmental Project Expanse, through which we succeeded in diversifying our client
base by 15%, engaging with three new international markets. These are two accomplishments | remain extremely proud
of today.

It is clear to me that First Contact Accounting uses tried-and-tested approaches to deliver the best results for
stakeholders and clients, and that these clients are truly at the heart of your business. | feel connected to the
organisations values, notably union, transparency and excellence. These are qualities | believe to be critical for all
financial workers to achieve real success.

During my Masters of International Finance degree | was the recipient of the International Federation of Accountants
(IFAC) Innovation scholarship. Since then, my eagerness to innovate and improve accounting functionality, service
provision and revenue has only deepened. | hope to be able to further these skills and ambition with First Contact
Accounting.

Thank you for your time. | look forward to discussing the role further with you.

Sincerely,
Jason

TOKYO OSAKA

IT'S TIME WE ALL WORK HAPPY™
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Jason Hattori

13F

4-1-3 Kyutaro-machi
Chiyoda-ku, Tokyo
100-0004

JASON HATTORI
CAREER OBJECTIVE

An ambitious and dedicated accountant, my professionalism and accuracy led to significant fiscal savings in the
companies | have worked for. | am eager to contribute to larger scale projects and manage a successful client portfolio at
your organisation.

KEY SKILLS

* Proficientin completing the Business Activity Statement (BAS) for small and large businesses
* Strong knowledge of QuickBooks

* Ethical Accountants Junior Board Member (2011)

* CPA certified member (2009)

* MYOB certified (2007)

WORK EXPERIENCE
Financial Auditor

Bellor Services
2011 -2018 | Kyoto

At Bellor Services | am responsible, with the finance team executive, for monitoring company assets and analysing

complex data sets to maximise profits and shareholder value.

* Develop and maintain accounting systems and procedures in accordance with statutory law and industry best-
practice

* Provide detailed analysis and reports on allocation of capital

* Independently managed presentation and distribution of financials at all Executive and Board meetings in the 2009 —
2012 period

* Forecast spending and budget requirements according to local and international market trends

* Maintain strong relationships with banks and key investors

* Responsible for refining reporting process, reducing costs by 37% and time investment by 11% in first two years

Graduate Accountant
FTTL Global
2008 — 2011 | Tokyo

At FTTL | worked in the finance team to budget and forecast annual spend for three small retail clients, assisting with
guarterly and yearly account consolidations.

* Became familiar with accounting software and practice management techniques

* Managed relationships and reporting requests with three retail clients

* Developed thorough understanding of Japan financial legislation and regulation

TOKYO OSAKA

IT'S TIME WE ALL WORK HAPPY™
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* Developed thorough understanding of Japan financial legislation and regulation
* Participated in FTTL’s inaugural Financial Research Network Retail Review, the results of which were presented at the
Accountants Japan Conference 2010

EDUCATION

Masters of International Finance

Meiji University

2005 - 2007

Awarded the International Federation of Accountants (IFAC) Innovation scholarship for thesis on global project
accounting

Bachelor of Accounting & Finance
The University of Tokyo

2000 - 2004

Graduated with Distinction

REFERENCES: Available upon request
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