
Robert Smith
Accounting Analyst III

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A seasoned professional with over 15 years of accounting and administrative experience; 
extensive knowledge in a variety of software packages; a sound decision maker who works well 
independently or in a team environment.

SKILLS

IProcurement, IExpense, Discoverer.

WORK EXPERIENCE

Accounting Analyst III
ABC Corporation  2002 – 2005 
 Audit and processed approximately $14 million in annual spend, 300 invoices monthly.
 Created and maintained data repository for paid items to circuit level.
 Managed vendor relations to facilitate vendor disputes, leading to over $1 million recovered.
 Created and uploaded general ledger journal entries of various types.
 Collaborated with project teams to insure billing structures were set up before the project 

began, thus limiting the number of circuit moves and billing errors.
 Created and presented a training session to non-finance project personnel on the importance 

of billing structure and correct billing set-up.
 Created and presented a training session to the finance group on internal provisioning and 

inventory system, including process documentation.

Accounting Analyst
ABC Corporation  1999 – 2002 
 Responsible for auditing all telecommunications invoices to ensure charges are in compliance 

with contractual agreements from all telecom vendors and IT related purchases - both 
hardware and software licensing.

 Work closely with various groups within Ryland Homes to gather Statement of Work (SOW) 
requirements, manage/monitor vendors to ensure timely delivery of services, validate 
expenses and equipment in use for appropriate G/L records and US GAAP compliance as well 
as provide ad hoc reporting.

 Mining of financial and operational data for variance analysis, account reconciliation and 
reporting.

 Assist with IT asset management and appropriate financial reporting for accurate reporting - 
operating/capitalization of equipment, services and leases.

 Adhere to strict procurement guidelines in keeping with SOX compliance while improving and 
documenting processes, workflows and procedures.

 Daily management of vendor relationships for 400 remote locations and 1,000 employees and
ensuring accurate chargeback to cost centers.

 Resolve incoming customer generated work orders, internal and external - purchase, repair, 
troubleshooting..

EDUCATION

High School Diploma - (EMILY GRIFFITY OPPORTUNITY SCHOOL - Denver, CO)
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