
Robert Smith 
Invoice Analyst

PERSONAL STATEMENT

Invoice Analyst professional with a strong background in Material planning, 
Inventory Control, Financial reporting and Analysis seeks a Senior level 
position in a company with growth potential. Excellent at communicating 
with management, vendors, and internal departments to compose, 
develop, monitor and implement procedures to improve the process flow 
and inventory Accuracy.

WORK EXPERIENCE

Invoice Analyst
ABC Corporation -   March 2008 – September 2009 

Responsibilities:

 Managed portfolio of accounts including Lowes, Kroger, Sears/Kmart, 
and YRC.

 Audited invoices for discrepancies including prices, address, and invoice
numbers.

 Batched and submitted weekly invoiced totals reports using Microsoft 
Excel.

 Customer Service Answered a four line telephone system.
 Scheduled hazardous waste pick-ups or sending out emergency spill 

clean-up crew.
 Confirmed pick-up scheduled.
 Audited initial manifest for final approval assuring all signatures, dates 

and items picked were correct.

Invoice Analyst
Delta Corporation -   2005 – 2008 

Responsibilities:

 Create and maintain accounting reports Resolve supplier invoice 
discrepancies and make adjustments Compile data utilized in 
corporate .

 Create invoices from contracts signed by the client, review the invoices 
to ensure billing is accurate, works with sales personnel to invoice client
.

 Batching checks in increments of 25, then adding the amounts of the 
batch to a grand total on a calculator for processing Keying invoice 
batches for.

 Scanning and emailing former clients files to VP for quality control.
 Entering invoices that have been scanned into the system Preparing 

mailed invoices for scanning process Mailing/emailing invoices to 
customers that .

 Receive invoices for assigned properties and audit for accuracy Invoice 
reconciliation, accuracy, and coding Work with Accounts Payable to 
ensure .

 Analyzed and reconciled invoices and purchase orders with pricing and 
shortage discrepancies.
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CONTACT DETAILS

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

SKILLS

Quickbooks, Intuit 
Payroll, Audit, 
Accounting, Microsoft 
Office Products, SAP, 
Yardi Voyager.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

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


Education

Diploma
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