
Robert Smith 
Customer Billing Specialist

PERSONAL STATEMENT

Customer Billing Specialist is responsible for Processing invoices, including 
but not limited to: updating the invoice's status, reviewing invoices for 
errors and discrepancies, entering payment adjustments, managing credit 
card payments and refunds, Reconciling customer account balances by 
analysing customer invoice information to identify discrepancies, errors, 
and overcharges.

WORK EXPERIENCE

Customer Billing Specialist
ABC Corporation -   March 2009 – December 2015 

Responsibilities:

 Managed the billing process including but not limited to creating new 
accounts, processing payments, issuing refunds, generating invoices 
and reconciling accounts.

 Communicated with customers about any changes to their account 
status.

 Liaised with other departments as necessary to ensure that billing 
operations are running smoothly.

 Completed other tasks as assigned by management or as requested by 
customers.

 Resolved customer billing inquiries by providing prompt and accurate 
information.

 Analysed and consolidated customer billing data to identify trends and 
identify opportunities for improvement.

 Ensured timely collection of all outstanding balances.

Customer Billing Specialist
Delta Corporation -   2004 – 2009 

Responsibilities:

 Actively listened and responded positively to customers and clients 
questions, concerns, and requests to resolve issues with invoices.

 Successfully developed and maintained positive and productive working
relationships with other employees and departments.

 Managed sensitive issues pertaining to employees, clients, and guests 
with respect and understanding of the individuals need for 
confidentiality.

 Contributed to the success of exceeding department collection goals for
2013.

 Collaborated with supervisor and created a collection plan for high 
priority accounts which led to reducing the customers days to pay.

 Participated in a focus group that helped to develop and implement a 
program within the department to provide recognition to employees.

 Provided support for product launch campaigns.
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CONTACT DETAILS

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

SKILLS

Organisational Skills, 
Planning, Invoice 
Management,

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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Education

MA

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/

