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Professional Summary
Detail-oriented Accounts Payable and Bookkeeping Professional with experience in invoice processing, vendor management, and financial reconciliation. Skilled in reviewing invoices, resolving discrepancies, maintaining AP ledgers, and supporting accurate and timely payment processing. Proficient in QuickBooks, Restaurant365 (R365), and Microsoft Excel with experience collaborating with internal teams and vendors to resolve payment issues. Known for strong attention to detail, organization, and ability to manage financial operations in fast-paced environments.
Core Skills
Accounts Payable Processing
Invoice Verification & Reconciliation
3-Way Match (PO, Invoice, Receipt)
Vendor Management & Supplier Communication
Invoice Coding & Ledger Maintenance
Discrepancy Investigation & Resolution
Payment Processing (ACH)
Financial Reporting & Budget Support
Microsoft Excel 
QuickBooks | Restaurant365 (R365)
Attention to Detail & Accuracy
Time Management & Multitasking
Professional Experience
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Process and verify accounts payable invoices, ensuring proper coding and accurate financial records.
Perform invoice reconciliation and discrepancy resolution, reviewing supporting documentation to validate transactions.
Maintain accounts payable ledgers and update financial data within QuickBooks and Restaurant365.
Manage vendor communications, responding to inquiries regarding payments, invoice status, and documentation.
Assist with payment processing including ACH transfers and check payments to ensure timely vendor payments.
Generate financial reports to support budgeting, expense tracking, and business decision-making.
Collaborate with ownership and the controller to support cash flow management and month-end close processes.
Maintain organized records and documentation for audit support and financial review.
Additional Professional Experience
Quality Assurance Specialist – Remote Customer Service
2019-2020
Investigated account discrepancies and resolved customer issues with attention to detail and accuracy.
Maintained documentation and ensured compliance with company service standards.
Production Manager – Fashion Industry
2007-2012
Managed production schedules, vendor relationships, and cost tracking for manufacturing operations.
Monitored invoices and purchase orders to ensure accurate billing and payment coordination.
Education
Fashion Institute of Technology – Bachelor's Degree in International Trade and Marketing
Certifications
QuickBooks ProAdvisor Certification
Additional Information
Advanced Microsoft Excel skills
Experienced remote professional with strong time management
Strong written and verbal communication skills
Committed to continued growth in accounting and financial operations
