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	SKILLS
· Business Analytics tools (Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access, and Microsoft Publisher)
· Database usage such as Oracle 12c
· PeopleSoft
· Accounts payable
· Accounts receivable
· Coding
· A/P, Programming
· Auditing
· Compliance audits
· Record keeping
· Content, Recording
· Client, Sales
· Clients, Scheduling
· Customer satisfaction, Service Level Agreements
· Database, SQL
· Delivery
· Documentation
· Drivers
· Equity
· Expense reports
· Financial
· Foreign exchange
· Functional
· General office duties
· GL
· Inventory control
· Processing of invoices
· Invoice processing
· Mailing
· Managing
· Market
· Microsoft Access
· Microsoft Excel
· Office
· Microsoft PowerPoint
· Microsoft Publisher
· Microsoft Word
· Organizational skills
· Payroll processing
· Expense tracking
EDUCATION
Belhaven University School of Business 
May 2019
Master of Business Administration: Business Administration 

University of Phoenix 
January 2016
Bachelor of Science: Accounting 



		PROFESSIONAL SUMMARY
To obtain a full-time career opportunity with a basis in accounting that will allow me to showcase my education, training, competencies, skills, and passion as a value added asset to the Company. 
Detail-oriented accountant able to handle a wide range of accounts payable functions with accuracy, efficiency and a level head. Adept at organizing and prioritizing requirements to maintain tight deadlines and strict financial controls. Capable of operating alone or as part of a team while working with minimal supervision. 

	WORK HISTORY
Daily Equipment Company - ACCOUNTS PAYABLE SPECIALIST 
Pearl, MS  •  04/2018 - Current 
· Auditing and Manage invoice processing in line with the Procure-to-Pay documented requirements. 
· Match and validate invoices against Purchase Order data. 
· Handled all processing of invoices, manual check requests and employees expense reports on a daily basis. 
· Process foreign (FX) invoices in line with the documented process for foreign exchange and funding. 
· Resolve internal and external invoice and payment queries in line with the department's functional Service Level Agreements. 
· GL Coding. 
· Print all accounts payable reports and maintain all accounts payable files. 
· Prepared and distributed state- required disclosures. 
· Completed funding checklist and approved wire requests. 
Intercontinental Exchange, COMPLIANCE AUDITOR FOR ACCOUNTING Atlanta, GA  •  01/2017 - 03/2018 
· Performed compliance audits. 
· Recognized by supervisors for consistency and getting the job done. 
· Conducted training on policies, rules, and regulations when required. 
· Auditing and Manage invoice processing in line with the Procure-to-Pay documented requirements. 
· Match and validate invoices against Purchase Order data. 
· Handled all processing of invoices, manual check requests and employees expense reports on a daily basis. 
· Prepare a detailed agreed upon procedure report to present findings, and prepare the report for possible. 
· Process foreign (FX) invoices in line with the documented process for foreign exchange and funding. 
· Resolve internal and external invoice and payment queries in line with the department's functional Service Level Agreements. 
· GL Coding. 
· Print all accounts payable reports and maintain all accounts payable files. 
· Prepared and distributed state required disclosures. 
ThyssenKrupp Elevator, ACCOUNTS PAYABLE INVOICE PROCESSOR Kennesaw, GA  •  07/2016 - 01/2017 
· Performed full cycle matching, batching, coding, and managing of reports in Oracle. 
· Manage invoice processing in line with the Procure-to-Pay documented requirements. 
· Match and validate invoices against Purchase Order data. 
· Validate receipt of goods against the Purchase Order, following through on exceptions with the appropriate business stakeholders, where required. 
· Process foreign (FX) invoices in line with the documented process for foreign exchange and funding. 
· Resolve internal and external invoice and payment queries in line with the department's functional Service Level Agreements. 
· Prepared vendor checks for mailing, account reconciliations, posting to GL, and coding using electronic A/P processing system. 
BankPlus - CUSTOMER SERVICE ACCOUNT REPRESENTATIVE 
Ridgeland, MS  •  01/2013 - 07/2016 
· Serve as a primary business interface by communicating with customers daily and providing clear and accurate information while consciously building rapport with customers and enhancing company brand. 
· Skillfully analyze problems and anticipate customers' needs in order to assist management with attaining departmental goals and optimizing customer satisfaction. 
· Enthusiastically promote and market new bank products and services to new and existing customers as a way of capitalizing on business growth opportunities and customer retention. 
Liberty National Insurance Company, INSURANCE AGENT Jackson, MS  •  09/2011 - 12/2012 
· Performed general office duties that effectively supported the activity of the office and daily operations through clear communications, excellent project management, and superior organizational skills. 
· Proactively supported the efforts of the company by ensuring the delivery of important information was made to respective clients. 
· Sorted pertinent client information according to guidelines such as content, purpose, user criteria, or chronological, alphabetical, or numerical order, with an emphasize on confidentiality. 
Schneider National, BOOKKEEPING AND AUDITING CLERK Brandon, MS  •  01/2007 - 12/2011 
· Effectively produced financial records for the corporate office by recording financial transactions around accounts payable, accounts receivable, cash, debt, and equity based on supporting documentation. 
· Maintained information vendor sales and supply chains to ensure proper scheduling, record keeping, and inventory control. 
· Using technical tools, maintained and analyzed records used for delivery receipts by drivers and dealer, as well as assisting with driver and dealer concerns, as a way of promoting superior business acumen. 
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