
Jane Doe
ACCOUNTS PAYABLE
COORDINATOR

New York, NY

123-456-7890

example@example.com

linkedin.com/in/example

janedoe.com

janedoe.com

Certificates

Certified Accounts Payable
Professional (CAPP)

Institute of Financial Operations

2016

Certification demonstrating
expertise in accounts payable
operations and management

Skills

Accounts Payable Processing

Vendor Relationship Management

Financial Analysis Microsoft Office•

Communication

Time Management

Attention to Detail

Languages

English

Native

Spanish

Intermediate

Hobbies

Hiking • Reading

Summary

Dedicated and detail-oriented Accounts Payable Coordinator with 5
years of experience in managing accounts payable operations,
ensuring timely and accurate payment processing, and maintaining
strong relationships with vendors and internal stakeholders.

Experience

Accounts Payable Coordinator January 2018 - Present

ABC Corporation New York, NY

Coordinate and process accounts payable transactions, ensuring compliance
with company policies and procedures.

• Process an average of 500 invoices per month, resulting in a 25%

reduction in processing time

• Manage vendor relationships, resolving discrepancies and ensuring

timely payment

• Collaborate with internal stakeholders to resolve accounting

discrepancies and improve process efficiency

• Develop and implement process improvements, resulting in a 30%

reduction in accounts payable errors

Accounts Payable Clerk June 2015 - December 2017

DEF Company Los Angeles, CA

Assisted in the processing of accounts payable transactions, maintained
accurate records, and provided support to the accounts payable team.

• Processed an average of 200 invoices per month, ensuring accurate

and timely payment

• Maintained accurate and up-to-date vendor records, resulting in a 95%

vendor satisfaction rate

• Assisted in the reconciliation of accounts payable statements,

identifying and resolving discrepancies

• Developed and maintained strong relationships with vendors and

internal stakeholders

Education

Bachelor's Degree 2010 - 2014

University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5

Awards

Accounts Payable Team Member of the Year 2019

ABC Corporation

Award recognizing outstanding performance and contributions to the accounts
payable team


