ARTHUR ARCHER

44 Faurth Streel, Sacramento, CA 44444 a archer@email com  (100) 1001000

EDUCATION KEY SKILLS CERTIFICATIONS

BACHELOR OF SCIENCE IN ® |dentifying and using clients' and ® Cerlified Bookkesper,

ACCOUNTING : .

. vendors' preferred Bookkeepers Association, 2078

?::,_IETL_H:EE University, San communication channels ® Cerlified Accounts Payable

September 2011 - June 2014 ®  Accounting software, including Professional, Financial
GuickBooks, Oracle MetSuite Frofessionals Association, 2021
and Tipalti

® Bookkeeping and reporting

Wendar negotiations

PROFESSIONAL EXPERIENCE

ACCOUNTS PAYAELE SPECIALIST ® NMegotiate payment plans with vendaors, in one case reducing total
Bakersfield Manufacturing, expenditures by 52 million through early payments
Bakersfield, CA ®  Procaess 500+ invoices per week

September 2017 - Present
® Regularly communicate with 14 vendors, including two Fortune 500

companias

Maintain records of payment transactions

Crosscheck records for errars, finding and correcting an average of 10 per
WI:.‘E"'C

ACCOUNTS PAYABLE CLERK ® Cleared backlog of six months of work, resolving 30 accounting errors
Sacramenio Solutions,
sacramenio, TA 12 client
|uby 2015 - August 2017 clents

® (Created and delivered weekly, monthly and quarterly reports to executive

Procassed and verified invoices, serving as the primary point of contact for

team, including CFO

®  |mplemented use of QuickBooks software, reducing company-wide payment
errors by 90%



