
Robert Smith
Accounts Payable/Receivable Clerk 
(Part Time)

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Seeking a position in an office environment where I can utilize my educational training, 
administrative, and customer service skills to work for a company that values individual growth 
and advancement. Outstanding written and oral communication in both English and Spanish A 
well-organized individual with proven ability to adapt quickly to a challenge Dependable, accurate 
at detailed work and willing to assume responsibility.

SKILLS

Microsoft Word, Outlook, IDP Accounting Software, QuickBooks, Customer Service

WORK EXPERIENCE

Accounts Payable/Receivable Clerk (Part Time)
Part Time  2016 – Present 
 Accumulating hours from warehouse and office personnel and transmitting to Payroll.
 Matching receiving slips to invoices, assign general ledger codes and entering the invoices 

into the software.
 Matching packing slips to invoices, coding and entering invoices into computer
 Matching the company credit card statement with the employee expense receipts,
 Maintaining equipment lease and loan records and making general ledger entries for 

payment.
 Reviewing aged payables and chart of accounts. Updating the vendor information as needed.
 Cashing out register drawer and preparing for next business day. Preparing the deposit slip.

Account Executive
ABC Corp  2015 – 2016 
 Performed data entry and order review of sales orders, in a timely, accurate, and
 efficient manner.
 Built and maintain a general understanding of account relationships and how they relate to 

the billing process.
 Application of Purchase Orders to the corresponding sales order and maintaining a high level 

of data entry accuracy.
 Kept the Customers informed of any and all sales order updates, corrections within the billing 

cycle.
 Resolved loaner inventory discrepancies, contact Sales Agents/Employees, and assume 

proper billing.
 Efficiently processed invoices with a high level of accuracy while maintaining daily and 

monthly deadlines

EDUCATION

AA in Business Administration - (Rider University  - Lawrenceville, NJ )
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