Jane Doe
202 Oak Ridge Lane

Terre Haute, Indiana 47804

(888) 555-1234    

	Professional Profile

	 
	

	Objective: A/P-A/R Billing Clerk

• Extensive experience in responsible Accounts Payable, Receivable and billing positions, consistently assumed increased responsibilities 
• Strong leadership and motivational skills; proven ability to quickly build rapport, establish trust, train and motivate people of all levels to achieve their maximum potential while attaining corporate objectives
• Recognized for professionalism, positive mental attitude, commitment to excellence, and demonstrated ability to communicate and interact effectively with senior management, associates, and customers
• Dedicated Accounts Payable/Receivable clerk
• Proficient with accounting package software
	

	 
	


	Areas Of Expertise

	 
	

	
	

	Accounts Payable

	• Enter invoices
• Reconcile bank statements
• Make sales, luxury and county tax payments
• Financial reporting
• Credit collections 
• Review and monitor encoding
• Maintain collections data

	  
	

	
	

	Accounts Receivable

	• Print monthly A/R Statements
• Record money due for receivables
• Follow-up phone calls on past due invoices
• General Journal entries
• Enter into accounting 
• Analyze Data
• Reviewing documents for accuracy

	  
	

	
	

	Biller

	• Record invoices
• Reconcile schedules

	  
	

	
	

	Receptionist / Cashier

	• Courteously greet customers
• Handle daily cash box
• Answer phones, record and process accurate messages.

	 
	


	Employment History

	 
	

	Atkins Accounting, Olney, Illinois
	2005 - Present

	A/P-A/R-Biller

	

	  
	

	Johnson and Samuals, Olney, Illinois
	                 2000 - 2005

	A/P-A/R-Biller

	

	  
	

	Drew Downings Tax Service, Chicago, Illinois
	                 1997 - 2000

	Receptionist/Cashier

	

	 
	


	Related Training

	 
	

	School of Business, Chicago, Illinois
	           1994-1996

	Tax Accountant (Programming forms)


