
Accounts Receivable 
Coordinator/Assistant

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Excellent communicator with strong problem resolution skills and demonstrated ability to organize
and prioritize a demanding workload with a focused and positive attitude. Detail oriented with a 
keen ability to recognize discrepancies Fully committed to providing the highest possible 
standards of customer service and support Team Leader with proven ability to train, supervise, 
motivate and evaluate customer service representatives.

Skills

Accounts Payable, Accounts Receivable, Microsoft Office, Customer Service, Income Tax, Written 
Communication, Oral Communication, Detail Oriented.

Work Experience

Accounts Receivable Coordinator/Assistant
ABC Corporation  April 2000 – May 2014 
 Responsible for receiving, posting, and reconciling cash receipts and ensuring effective 

communications with 100 franchise assigned.
 Maintain accurate follow up system for advance deposit, accounts receivable, notes 

receivables, national receivables and special terms.
 Process bank deposits, credit card payments and ACH deposits from customer accounts.
 Balance bank/cash receipts daily and post payments to customer accounts and or appropriate

general ledger accounts.
 Contact customers to arrange for payments prior to the due date, including arrangements for 

extension of payment terms.
 Provide feedback to management regarding customer payment trends and or concerns.
 Reviews and completes daily, weekly, and extensive monthly reports as requested.

Accounts Receivable Coordinator
ABC Corporation  1995 – 2000 
 Managed the day to day workflow for the A/R Assistants ensuring the work was evenly 

divided, and provided coverage when needed.
 Maintained and updated the A/R Responsibility Schedule, the Attorney Assignment List, and 

the Bank Run Calendar monthly.
 Worked with the A/R Manager and the A/R Assistants to ensure that unidentified cash and 

unallocated cash are being properly researched.
 Worked as the mediator for the A/R Assistants and A/R Manager Processed 50-75 checks daily 

Managed and processed cash report, ACH wires, wire verification, unallocated cash report and
unidentified cash report on a weekly rotating schedule.

 Processed adjustments and write-offs for my assigned attorneys.
 Worked with attorneys and attorney assistants to obtain allocation instructions for payments, 

as well as provide client payment information and research upon request.
 Trained new A/R Assistants.
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Education

High School Diploma - 1982(Graham High School - Saint Paris, OH)
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