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CAROLYN WEINBERG

A highly motivated A/P and Customer Service with a verifiable record of accomplishment spanning 8 years. Highly creative, recognized as a results-oriented and solution-focused individual. 

KEY SKILLS
· Accounts Payable Processes & Management
· Invoices/Expense Reports/Payment Transactions
· Vendor Negotiations & Management
· Time management skills
· Customer Service Skills
· Spreadsheets & Accounting Reports
· Analyzes Discrepancies 
· Attention to detail and high level of accuracy

PROFESSIONAL EXPERIENCE

365 IT LLC, Los Angeles, CA/Loveland, CO						08/17 – Current
Sr. Accounts Payable/Office Admin
Key Results
· Process and verify invoices into QuickBooks; solve any discrepancies with the vendor before paying.
· Input all bank statements, credit card statements, cash receipts, and misc. receipts into QuickBooks; reconcile all bank statements and credit card statements.
· Prepare year end 1099 forms; prepare year end reports.
· Travels to California with the owner to assist customers.
· Point person for maintenance, mailing, shipping, supplies, equipment, bills and errands.
· Organize and schedule meetings and appointments.
· Organize office operations and procedures.
· Manage relationships with vendors, service providers and landlord, ensuring that all items are invoiced and paid on time.
· Provide general support to visitors.
· Manage owners schedules, calendars and appointments.

Harbor Freight Tools, Calabasas, CA 							07/14 – 07/17
Sr. Accounts Payable Clerk
Key Results
· Oracle: 3-way match domestic PO’s to invoices.
· Process large volume of domestic invoices in accordance with HFT's policies and procedures.
· Verify invoices for proper approval authority, coding accuracy and proper support.
· Research invoice discrepancies; 100% accurate payments.
· Provide problem resolution to both internal and external customers.
· Preparation and processing of timely payments.
· Assist in the implementation of new AP Automation software to increase operational efficiencies and leverage best practices.
· Ensure Accounts Payable Policies and Procedures are current.
· Partner with Internal Audit to conduct quarterly Financial Control testing.
· Partner with suppliers paid via paper check to convert into electronic payments (ePayables & PayMode-X).
· Work with Financial Operations Analyst to add contact information to suppliers as needed.
· Collaborate with various business units to improve operational workflows.
· Shows working knowledge of Accounts Payable processing, outstanding customer service skills, and the ability to work in a team setting with a diverse group of employees, managers, and outside parties.
· Demonstrates outstanding analytical, organizational and oral/written communication skills
· Ad hoc projects and other related duties as assigned by manager.

American Homes 4 Rent (Contract) Agoura Hills, CA 						05/13 – 06/14
Accounts Payable Specialist
Key Results
· Reviews, codes and processes 100-200 construction and utility invoices a day from various states: OH, CO, NV, IL, and KY.
· Worked with 200+ vendors across the U.S.
· Reviews and processes purchase orders for assigned states.
· Daily phone calls and emails from vendors and construction managers regarding issues with invoice discrepancies. 
· Corrected invoices to match with vendors invoices; maintains records of problematic invoices.



Porto’s Bakery, Burbank, CA 									07/10 – 03/13
Accounts Payable Specialist
Key Results:
· Receive and verify 100-200 invoices daily for goods and services; verify that transactions comply with financial policies and procedures; prepare batches of invoices for data entry; data enter invoices for payment; prepare vendor checks for mailing.
· Worked with 200+ vendors personally on the phone and in person. 
· Prepares customers’ order invoices (non inter-company) and emails to warehouse. Emails/coordinates with customers for overdue invoices and prepares deposit for A/R payments.
· Preparation of year end 1099s.
· W-9 and certificate of liability requests from each vendor for all locations.
· Data entry – daily sales deposits on spreadsheet for three bakery locations.
· Reviews preorders picked up sales orders; forwards noted items to managers for training and follow-up; forwards non-picked up ordered to accounting.
· Maintains credit card charge backs. 
· Misc. duties – Orders the office supplies on behalf of three stores and other supply items; researching new items and obtains competitive pricing of regularly ordered items. In charge of shipping/mailing documents.
· Distribute incoming mail to the right department.

EDUCATION

Opportunities for Learning Charter School 							2006
High School Diploma

SOFTWARE
Oracle, Kofax/Markview, Fortis, Concur, Lawson, QuickBooks, Micros, Great Plains, MS Office (Word, Excel, Outlook),






