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Lupe Bill
7440 La Sobrina
Dallas, TX 75248
214-455-2796
lumarbil@tx.rr.com



ENTERPRISING, HARD-WORKING AND TECHNICALLY SKILLED ACCOUNTS PAYABLE SPECIALIST known for accuracy, attention to detail and timeliness in managing disbursement functions. Career spans 10 years plus of experience in accounts payable, administrative assistant, and special events planner. Backed by solid credentials in accounting and proficiencies in generally accepted accounting practices as well as MS Office Suite, QuickBooks.  


KEY SKILLS


	· Skilled at learning new concepts quickly and communicating ideas clearly and effectively
· Extensive computer training, including knowledge of multiple business software packages
· Ability to handle and prioritize assignments
· Excellent  organizational and  analytical skills
	· Enthusiastic and experienced in managing special projects
· Work  well in a team environment 
· Thrives in a fast-paced, deadline driven environment. 





TECHNOLOGY SUMMARY



	· MS Office
(Word, Excel, PowerPoint, Communicator) 

· PeopleSoft

· Concur

· Epicor
	·      SharePoint 

· QuickBooks 

· Visio

· Access




PROFESSIONAL EXPERIENCE


QBE the Americas Southern Region (formerly Renre Insurance), Plano, TX

Accounts Payable Administrator / Assistant to CFO and Treasurer,  04/25/04 to 08/1/11
Managed the accurate and timely processing of daily accounts payable processes. Verify the accuracy of A/P batch output to ensure correct coding of vendor, cost center, posting of invoices, general ledger account, and invoice amount. Researched, analyzed and resolved complex payment issues. Handle sensitive information in an appropriate manner.  Managed the archive process in SharePoint.  Managed corporate accounting required to process Travel and Expense report disbursements for all companies under the corporate umbrella   Assisted employees / vendors resolve payment issues and ensured accurate and compliant A/P records in accordance with company policies and government regulations.

Key Results:
· Managed the accurate and timely processing of invoices (avg. $500,000 - $1M) per week for all companies under the corporate umbrella.
· Assisted the CFO and Treasurer on daily schedules.

· Trained users and served as the primary "go-to" troubleshooter on new systems (Concur, PeopleSoft), which propelled efficiency gains and significant time and cost savings. 
· Composed effective accounting and ad-hoc reports summarizing A/P data for other departments. 
· Maintained accuracy in calculating figures and amounts such as discounts, interest, commissions, proportions and percentages. 
· Assisted in financial monthly / year end close (journal entries, premium tax reporting)
· Assisted in monthly and yearly premium tax reporting

· Performed related duties as assigned.

Home Interiors & Gifts, Inc., Dallas, Texas 
 
Executive Administrative Assistant , 01/96 to 06/99
Assistant to the President / Founder and CEO.
Key Results:
· Managed calendars, correspondence, travel itineraries and daily schedules for President and CEO 
· Traveled to assist during National Sales team rallies
· Planned Nationwide conventions for the outside sales teams (up to 10,000 attendees)
· Compile sales rankings, organize, purchase and distribute awards
· Arrange accommodations for National sales teams and top sellers
· Maintain schedule of events
Graphics and Marketing Assistant, 01/92 to 06/96
Set up all photos shoots and design all ideas that would be presented in the monthly product brochure, semiannual brochures and other literature available to the sales force (40,000 sales persons internationally). Design layout of brochures and translate all text into Spanish. Updated, quarterly, all inventory items in the Scantron system (over 700 items) to insure pricing and description were accurate.  Enter all new items and any changes into the system.
Key Results:
· Maintained all items that were currently in product line (700 plus) and delete all that were to be discontinued, price changes, measurements, etc.
· Layout a design for the brochure to accommodate the format of the photos.
· Monthly brochures were 36 pages and the semiannual were 72 pages or more.
Accounts Payable Assistant, 01/86 to 03/92
Promoted to supervise the accounts payable operations, including payment of invoices, purchase orders, proofing of checks and communication with outside vendors. 
Key Results:
· Processed all invoices and matched with purchase orders
· reorders were worked for approval
· new items and price changes were entered into system for disbursement and proper billing 


EDUCATION


Brookhaven College – Farmers Branch, Texas
Associates in Accounting
Certificate of Assistant
Certificate of Administration
