
Robert Smith 
Junior Billing Analyst

PERSONAL STATEMENT

A highly motivated, results-focused Accounting Specialist with four plus 
years of contract billing experience, adept at working in fast-paced 
environments demanding strong organizational, leadership and 
interpersonal skills. Committed to exceptional customer service and driven 
by challenges. Detail-oriented professional utilizing computer knowledge, 
strong people skills, written and telephone communications.

WORK EXPERIENCE

Junior Billing Analyst
ABC Corporation -   May 2012 – April 2016 

Responsibilities:

 Considerable list of responsibilities which mainly included the set-up, 
preparation, submission, monitoring, filing and analysis of all Smartronix
service, product and rent invoices.

 Processed an average of 200+ invoices per month and handled 
assorted and relatable tasks as a critical and essential team member.

 Worked closely with multiple Smartronix group employees to maintain 
quality service and exceptional care.

 Created invoices to be submitted to the customer.
 Prepared any essential documentation that is required by the contract 

to be submitted with the invoice, which could include Labor/Travel/ODCs
detail reports that provide additional detail to the customer but protect 
our rates, waiting for financial and technical reports when necessary.

 Obtaining any necessary approval from Program Managers.
 Submitted invoices via mail, email, supplier portals or a combination of 

the aforementioned methods.

Billing Analyst
ABC Corporation -   2009 – 2012 

Responsibilities:

 Monitored accuracy of billing process.
 Investigated questionable entries and took corrective action.
 Input, maintained and followed-up on residential and business accounts.
 Followed-up with existing customers to ensure 100% customer 

satisfaction.
 Tracked accounts.
 Created reports using software such as Magic, ROMs, 2110 Report, and 

Physical Migration.
 Performed office support, including organizing and maintaining filing 

system and operating the photocopier and fax machine..

Education

AA in Business Management - 2014(College of Southern Maryland - 
Leonardtown, MD)
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CONTACT DETAILS
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(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Strong communication 
skills, ability to adapt to 
difficult situations, detail 
oriented, proficient at 
Word and Excel, type 
58+ wpm, 10 key adding
machine and multiple 
phone lines.

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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