Janelle Jackson
123 Elm Avenue • Spokane, Washington 99205 • Cell: 509-555-5551 • Home: 509-556-5777 • jjackson323@email.com


Accounts Receivable – Accounts Payable
Committed to accurate information processing and performance excellence

Ethical professional offering expert data entry and information processing administration in the accounting field. Performance-driven specialist skilled in effective management of top initiatives for resolution and critical time-sensitive projects. Recognized by prior employers for improving operational systems, functionality, and processes.

Areas of Excellence




· 



· Office administration
· Process improvements
· Information processing
· AP / AR / bookkeeping
· Quality control
· Ledger balancing
· Ten key / typing
· Project / performance management
· Internal audits
· Customer service
· Sage Peachtree Quantum
· QuickBooks Pro 2008
· Microsoft Word, Excel and Access 2007
· Communications



Career Highlights

AP / AR Lead Clerk • ABD Farm Supplies LLC • Spokane Valley, Washington			2009 - Present
Oversee customer service, inventory control, employee training, cash / credit transaction management, charge verifications, discrepancy research, invoice line item resolutions, bookkeeping and reconciliation reports. Managed all store functions during the absence of senior leadership. 

· Process 250 or more check, credit and cash transactions daily.
· Reconcile and balance receivable and payable books weekly, monthly, quarterly and annually.
· Completed transition to Sage Peachtree Quantum software with little interference to overall operating systems. Saved company over $10,000 a quarter by switching to this accounting platform.

AP / AR Specialist • Environmental Balance • Seattle, Washington				2006 - 2009
Managed over $8 million per month in revenue for environmental design consulting firm. Researched, invoiced and applied wire transfers, checks, and credit card payments. Performed all monthly, quarterly and annual closings. Processed and cleared end-of-month invoices using Quick Books Pro 2008. Prepared daily bank deposits and reconciled bank statements. Contacted vendors and clients as necessary to collect past due payments. Prepared and processed all W-9 requests.

· Improved process for fiscal closing by upskilling clerical staff to complete reporting procedures monthly and quarterly.
· Created spreadsheets, correspondence forms and reports to streamline the development of complex presentations.

AP / AR Administrator • ISC Technical Resources • Olympia, Washington			2005 - 2006
Performed daily accounting, personnel and payroll operations. Processed and sorted 270 weekly payroll checks for contractors. Handled processing of new hire paperwork and enrollment into payroll system. Internal customer service to colleagues throughout the organization.


Education and Training

Sage Peachtree Quantum Certification • SageU • Online via The Sage Group PLC			2010
Microsoft Access, Excel and Word Certification • Microsoft Corporation • Bellevue, Washington	2007 
Bachelor of Science in Accounting • University of Puget Sound • Tacoma, Washington		2004

