
Invoice Clerk

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

Detail-oriented with 10+ years of experience providing office and technical support Skilled to work
independently and with team collaboration Creative, resourceful and flexible, able to adapt to 
changing priorities and maintain a positive attitude and strong work ethic A clear and logical 
communicator, able to establish rapport with both clients and colleagues.

Skills

Filing and Organizing, 10 key electronics calculator, phone educate and customer service.

Work Experience

Invoice Clerk
ABC Corporation  1988 – 2016 
 Maintain accounting ledgers by posting accounts transactions.
 Verifies accounts by reconciling statements and transactions.
 Resolves account discrepancies by investigating documentation; issuing stop payments, 

payments, or adjustments.
 Cashier responsible for making money in the form of cash, check, or credit card from patrons.
 Scan items, provide change, balance drawer, and process card transactions.
 Check-in local vendors daily look over invoices from overnight receiving to make sure 

everything was received correctly.
 Received merchandise makes corrections if any is needed to check email throughout the day 

for any changes or updates.

Invoice Clerk
Walmart  1983 – 1988 
 My job consist of making sure the distribution center has everything we ordered on our trucks.
 Making sure no one is over charging/ under charging the store.
 Looking over invoices and paying them in a timely manner.
 Going over reports to make sure the store isnt losing money or if there is money to be 

accounted for.
 Checking behind the Dept.
 Managers to make sure that there counts and price changes are correct.
 Also work with the Pharmacy and Vision center as well making sure that whats being keyed 

into the computer is correct..

Education

HIGH SCHOOL DIPLOMA - (VIDALIA HIGH SCHOOL - Vidalia, LA)
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