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Senior Invoicing Specialist

San Francisco, CA « (555) 234-5678 « michael.anderson@email.com « www.michaelanderson.com

SUMMARY

Dynamic and detail-oriented Invoicing Specialist with over seven years of experience in financial operations and invoicing
management. Demonstrated expertise in streamlining invoicing processes, enhancing accuracy, and ensuring compliance
with corporate policies and regulations. Proficient in utilizing advanced financial software to generate detailed billing reports
and facilitate seamless transactions. Proven track record of collaborating with cross-functional teams to identify and resolve
discrepancies, thereby improving overall efficiency.

WORK EXPERIENCE

Senior Invoicing Specialist Global Finance Corp Jan 2023 - Present
+ Managed end-to-end invoicing processes for high-value clients, ensuring timely and accurate billing.

¢ Implemented automated invoicing systems that reduced processing time by 30%.

¢ Collaborated with the finance team to reconcile accounts and resolve discrepancies.

e Trained junior staff on invoicing procedures and best practices.

* Developed comprehensive reporting systems to track invoicing metrics.

e Assisted in the preparation of financial audits by providing necessary documentation.

Invoicing Coordinator Tech Solutions Inc. Jan 2020 - Dec 2022

« Oversaw daily invoicing operations, ensuring compliance with company policies.

¢ Generated weekly and monthly financial reports for management review.

e Established relationships with clients to facilitate timely payments and resolve billing issues.
¢ Utilized ERP systems to track and manage invoices efficiently.

¢ Conducted training sessions for staff on the latest invoicing software.

* Monitored accounts receivable aging to minimize outstanding debts.

EDUCATION

Bachelor of Science in Accounting, State University Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: invoicing, financial reporting, accounts receivable, ERP systems, process improvement, client relations

Awards/Activities: Reduced invoicing errors by 25% through the implementation of a new review process.

Awards/Activities: Awarded 'Employee of the Month' for exceptional performance in client invoicing.

Awards/Activities: Successfully led a project that resulted in a 15% increase in on-time payments.

Languages: English, Spanish, French



