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Objective

Over 8 years responsible for performing accounting and clerical functions providing accounting 
support to the entire organization with accounthing/treasury responsibilities. Ensures files are 
complete and maintained as needed, handles accounts payable duties such as completes 
payments by receiving, processing, verifying, and reconciling invoices for company obligations.

Skills

Budget Expenses Tracking, Analyzing Information, Accounting, Vendor Relationships, Expense 
Reports, Advances, Checks, Recording entries

Work Experience

Accounts Payable Clerk
Memphis City Schools  January 2006 – Present 
 Excellent reconciliation and experience in understanding of gl at high level. Assist in month 

end reporting procedures, reconcile multiple accounts.
 Compile, sort, code and submit invoices weekly to accounting for payment. Complete and log 

cash tally sheets from all events and forward to teasury for recording.
 Assembles invoices into batches to be completed for payment. Verifies payment information, 

calculates extensions and totals on invoices, calculates and takes discounts when applicable.
 Responsible for updating the offices inventory and compiling everyones inventory records for 

board approval on a yearly basis.
 Issued 1099-MISC and 1099-Rs to vendors and submitted them to the IRS on an annual basis. 

Customer service was also part of my job: marriage licenses for customers, answering phones
and helping the public at the counter.

 Incharge of answering all vendor inquires and analyzing vendor accounts and inform the 
board of commissioners when cash was restricted.
On a Monthly basis entered journal entries, balanced the bank statement and balanced month
expenditures with the treasurers office.

 Compile and maintain accounts payable records by performing the following duties. Entered 
all claims for all county offices, checked and approved all claims for payment, then prepared 
accounts payable checks on a bi-weekly basis.

Accounts Payable Clerk
ABC Corp  2003 – 2006 
 Reconciles processed work by verifying entries and comparing system reports to balances.
 Charges expenses to accounts and cost centers by analyzing invoice/expense reports; 

recording entries.
 Pays vendors by monitoring discount opportunities; verifying federal id numbers; scheduling 

and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies 
and documentation; insuring credit is received for outstanding memos; issuing stop-payments
or purchase order amendments.

 Pays employees by receiving and verifying expense reports and requests for advances; 
preparing checks.
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 Maintains accounting ledgers by verifying and posting account transactions.
 Verifies vendor accounts by reconciling monthly statements and related transactions.
 Maintains historical records by microfilming and filing documents.

Education

MBA in Accounting - (University Of Phoenix )
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