
J A N E  D O E

S E N I O R  A C C O U N T S  P A Y A B L E  S P E C I A L I S T

S U M M A R Y

Results-driven Senior Accounts Payable Specialist with 3+ years of

experience in managing accounts payable operations, vendor relationships,

and financial analysis. Proven track record of improving processing efficiency,

reducing payment errors, and increasing vendor compliance.

C O N T A C T

example@email.com

123-456-7890

New York, USA

linkedin.com/in/example

S K I L L S

• Accounts Payable

Processing

• Vendor Management

• Financial Analysis

• Microsoft Excel

• Communication

• Problem-Solving

E D U C A T I O N

Bachelor of Science in

Accounting

Aug 2015 - May 2019

New York University

New York, USA

Accounting GPA: 3.8/4.0

L A N G U A G E S

English Native

C E R T I F I C A T E S

CAPS Jun 2020

Institute of Financial

Operations

Certified Accounts Payable

Specialist

E X P E R I E N C E

Senior Accounts Payable Specialist Jan 2020 - Present

ABC Corporation New York, USA

Senior Accounts Payable Specialist

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

in payment processing time

• Implemented a vendor management program, which increased vendor

compliance by 30% and reduced vendor-related issues by 40%

• Collaborated with the accounting team to reconcile accounts payable

balances, resulting in a 99% accuracy rate

• Developed and maintained relationships with internal stakeholders, including

procurement, logistics, and finance teams

• Analyzed and resolved accounts payable discrepancies, resulting in a 20%

reduction in payment errors

Accounts Payable Specialist Jun 2019 - Dec 2019

DEF Company Chicago, USA

Accounts Payable Specialist

• Processed invoices, credit memos, and debit memos for a portfolio of 200

vendors

• Coordinated with vendors to resolve payment disputes and issues, resulting in

a 15% reduction in vendor complaints

• Assisted in the implementation of a new accounts payable system, resulting in

a 30% increase in processing efficiency

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

accuracy rate

• Provided training and support to new accounts payable team members,

resulting in a 25% reduction in onboarding time

P R O J E C T S

Vendor Management Program Jan 2020 - Mar 2020

Project Lead

Implementation of a Vendor Management Program

Excel • Access • Vendor Management Software


