
ROBERT SMITH
Accounts Payable Specialist

info@qwikresume.com | LinkedIn Profile | Qwikresume.com

Experience Accounts Payable Specialist in coding travel expense reports and invoices
for weekly check run through ACH/Wire check in HRIS and CMIC online banking 
system. In addition, experience processing employee payroll checks in HRIS system, 
collect and analyzed data for federal and state compliance.

EXPERIENCE

Accounts Payable Specialist
Cor - FEBRUARY 2005 – PRESENT

 Communicates with vendors, analyze vendor statements and resolve 
issues in a timely manner.

 Work together with accounting department to resolve miscoding or 
unbalanced je entries.

 Heavily involved in SAP conversion from AS400 to SAP from testing to
the conversion days.

 Training and guide new testers and user to be more comfortable with 
sap.

 Heavily involved in setting up a scanning facility in the new invoice 
processing center.

 Prepare, consolidate and organize data for the &ldquo;go live&rdquo; 
target date.

 Lead and take charge to keep day to day work going in times where 
management is away.

Accounts Clerk 
ABC Corp - 2003 – 2005

 Responsible for overseeing accounts payables functions in one-person
accounts payables department.

 Responsibilities include setting up and maintaining vendor accounts.
 Processing vendor invoices for payment including recurring 

payments, assigning.
 Appropriate general ledger numbers for payment purposes, setting up

files, managing Internal customer and vendor relationships, 
processing check runs, and mailing vendor.

 Generate and effectively communicate ideas that make work faster 
and more accurate.

 Operate effectively in a team-based environment with heavy daily, 
weekly, monthly and annual production goals.

 Embrace a culture that requires continuous learning and flexibility to 
take on more complex processes.
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EDUCATION

 Associate Of Arts - 1997(Skyline College )

SKILLS

Accounting Software, Experience In Software Great Plains And Oracle, Month-end 
Close/Year End Closing, Financial Statements, Balance Sheets
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