


	ACCOUNTS RECEIVABLE RESUME

	

	Accounts Receivable Manager with 5+ years of experience managing high-volume accounts, implementing collections strategies, and managing AR teams. Offering strong expertise in contract negotiation, financial reporting, and accounting, billing, and collections systems. Adept at analyzing account payment histories, scheduling payment timelines, and communicating with clients to minimize aging accounts and increase revenue flow. 

	

	PROFESSIONAL EXPERIENCE

	

	GRIDPOINT, INC., Arlington, VA
Accounts Receivable Manager, August 2020 – Present 

	· Managed and streamlined billing and collections processes for over $350M in annual revenues, ensuring accurate, timely invoicing, and effective recovery
· Developed a 10-member contract closeout team, which closed $100M of contracts
· Organize regular meetings with operation and division managers to facilitate communications with customers and boost payment process
· Manage AR team and review accuracy and completeness of invoices prepared by 10+ staff members
· Spearheaded new collections strategies to minimize over 90 outstanding balances from 44% to 3%

	

	BANYAN WOODS LLC., Arlington, VA
Accounts Receivable Clerk, July 2017 – August 2020

	· Conduct a detailed review of contracts and proposals to ensure 100% accuracy of all billing terms before execution
· Research and identify discrepancies, make system corrections, provide documentation to clients and collect unpaid balances
· Played a key role in maintaining less than 5% outstanding receivables over 60 days
· Devised and implemented innovative billing procedures, enhancing productivity by 15% and improving the efficiency of tracking and recovery operations
· Facilitated migration of a legacy system to Costpoint while working with a project setup team to ensure the accurate set up of contracts

	

	BLUE RIDGE ACCOUNTING, Roanoke, VA
Accounting Intern, July 2016 – August 2017

	· Collaborate with the finance team to analyze financial data and provide insights for decision0making purposes, including cost analysis, revenue forecasting, and budgeting
· Support the Accounts Payable and Accounts Receivable departments by verifying vendor invoices and customer payments, performing reconciliations, and resolving discrepancies 

	

	EDUCATION
	ADDITIONAL SKILLS

	
	

	James Madison University, Harrisonburg, VA
Master of Science in Accounting
May 2016

Honors: cum laude (GPA: 3.8/4.0)
	· Expert in MS Office (Word, Excel, PowerPoint) 
· QuickBooks, SAP, Oracle
· In-depth knowledge of GAAP and financial regulations
· Fluent in English, Spanish, and French
· Strong leadership skills

	

	365 Main Street, Arlington, VA 20330 •  your.name@gmail.com •  (703) 934-8876
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Dear Job Seeker,

The “Empire State” resume template draws inspiration from its famous namesake in New York. Similar to the building’s iconic spire, we’ve added distinct vertical lines in front of each resume section to make them stand out. 

If you’d like your resume introduction to be the centerpiece of your resume, we recommend using the “Empire State” template. It’s the perfect choice for candidates who want to make a strong pitch for themselves, like recent college graduates or aspiring interns.

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:
·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2022 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:
·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry



Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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