
Robert Smith 
Accounts Payable Processor II

PERSONAL STATEMENT

Over 12 years experience as a Accounts Payable Processor. Possessing a 
variety of skills to actively contribute to the success of multiple 
departments. Organized professional focused on accuracy and providing 
excellent customer service to internal and external customers. Consistently 
successful in ensuring deadlines are met on multiple platforms in multiple 
departments.

WORK EXPERIENCE

Accounts Payable Processor II
Towne Center Property Management -   2007 – 2015 

Responsibilities:

 Prepared and made deposits for all 16 properties every month or 
whenever controller or CFO needed special deposits to the bank every 
month.

 Assisted accounting manager with ap reconciliation i. e., month end, 
quarter end, year-end 1099 processing.

 Reconciled vendor invoices sent to corporate from the property 
managers on a weekly basis prior to payment being made i. e. , review 
coding and approvals were accounted for before payments were made.

 Managed vendor/supplier/internal customer relations; and oversaw the 
timely, accurate processing of invoices, purchase orders, expense 
reports, credit memos and payment transactions.

 Point of contact for all vendor/internal customer relations pertaining to 
issues etc.

 Created spreadsheets on monthly utility bills for all properties. 
Responsible for reporting of any budget irregularities.

 Responsible for processing monthly payments for all corporate accounts
to include utilities.

Executive Administrator
Washington Mutual Bank -   2001 – 2007 

Responsibilities:

 Provided administrative support for the department including answering
phones, sending out routine correspondence, coordinating incoming and
outgoing mail, maintaining supply inventory.

 Coordinated and track scheduled meetings and training sessions.
 Responsible for keeping detailed records, cash distribution, creating 

reports, producing and maintaining databases, preparing and organizing
mailings and client reception.

 Performed complex administrative duties involving a frequent exercise 
of independent judgment, initiative, and diplomacy.

 Screened phone calls and determined which can be handled by other 
areas of the Bank. Answered complex inquiries which required a 
thorough knowledge of department policies and procedures.

 Arranged and coordinated meetings, workshops, and programs, include 
creating agendas, sending invitations in Outlook, booking meeting 
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Data Analysis, Data 
Sources., Finance, 
Invoice, Invoices, Excel, 
Mac, Microsoft Office, MS
OFFICE, QuickBooks.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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rooms, food service as needed, and overall general administrative 
support.

 This is Dummy Description data, Replace with job description relevant 
to your current role. In case if you dont need it you can delete it.

Education

Certificate in Business Management - (El Dorado College )
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