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E-mail

PROFESSIONAL EXPERIENCE:

Company Name, City, State





2/00 - Present
Accounts Payable Manager

· Responsible for the daily workflow management, annual reviews and statistical reporting for a staff of up to 6 employees who process 3500 invoices per month.  Total outlay average of $75M/month.
· Perform research, new vendor maintenance and collection of W-9 forms necessary for the successful culmination of data for the annual preparation of 1099 forms.
· Manage the centralized disbursement processing tasks to include printing checks, voids, stop payments, manual check processing, P-Card payments, wires and ACH employee payments on a weekly and as needed basis for 25 locations nationwide.
· Report total cash disbursements for multiple bank accounts to staff accountant daily and perform monthly reconciliation of accounts payable clearing account as well as monitor the outstanding checks.
· Assist in the annual audit by providing payment information as requested and preparing annual subsequent disbursements report and quarterly aging schedules.
· Assisted in the successful conversion and subsequent upgrades to the JDEdwards One World accounting software and created new company Accounts Payable forms to use in conjunction with the new software.  
Company Name, City, State





 9/97 - 1/00
Accounts Payable Supervisor                                                              

· Supervised and summarized three accounts payable specialist's accruals for the month end process.
· Verified and adjusted payable accounts before General Ledger interface.
· Assisted Financial Reporting with final monthly closing.
· Reconciled 36 inter-company accounts.
· Coordinated vendor payments and employee expense reports.
· Managed cash disbursements.
· Successfully converted from Oracle to JDEdwards accounting software.

Company Name, City, State



    

  7/93 - 8/97
Accounts Payable Accountant





 

· Processed expense reports and researched internal and external Accounts Payable questions.  
· Verified accuracy of over 250 daily entries into Accounts Payable system prior to distribution of checks allowing for the proper recording of invoices.
· Monitored compliance of employee expenses with travel and business expense guidelines for 2500 employees, which allowed for increased savings for the company.

· Prepared data as requested to support executive expense patterns assisting in a successful audit.
EDUCATION:



University Name

Degree 

GPA (if over 3.0)

SOFTWARE:

Specific Software Experience
