Name

Address

City, State

Phone

E-mail

PROFESSIONAL EXPERIENCE:

Company Name, City, State 




 1/02 - present
Accounts Payable Clerk         







· Responsible for full cycle accounts payable utilizing PeopleSoft
· Track and code invoices for payment
· Process expense reports and keep track of fixed assets in system
· Prepare check run analysis weekly for approval by Controller
· Research discrepancies and reconcile daily transactions
· Provide vendor set up & maintenance
· Complete special projects as assigned by the manager
Company Name, City, State



            7/98 – 12/01
Accounts Receivable Clerk





 

· Researched, analyzed, resolved and reconciled charge backs and credits

· Corresponded to customers to resolve outstanding accounts

· Issued debits and/or credits to reconcile invoices

· Entered check payments for invoices, and journal entries for charge backs and credits
EDUCATION:

School Name

Diploma 

GPA (only if over 3.0)

SOFTWARE:

Specific Software Experience
