
REBECCA J. ROSS

535 Snake Hill Rd., Poestenkill, NY 12140 ♦ C: 951-616-8638 ♦ rvinet02@yahoo.com

Motivated and hardworking business professional experienced in A/P, A/R, Collections, Payroll and H/R.  I am

CPR certified and have knowledge in the medical field and terminology.

A/P & A/R Processes

Vendor & Customer Negotiations

Bookkeeping & Payroll

Records Organization & Management

Journal Entries

Detail-oriented and organized

Time management

Self motivated

Microsoft office, Excel, Word

Sage 300

ADP

Accounts Payable Associate, 01/2014 to Current

Leroy Holding Co., Inc. – Albany, NY

Processed credit card statements and check requests.

Reconciled and maintained petty Cash.

Prepared and printed check runs.

Set up, post and maintained ACH payments.

Set up, enter and post online payments.

Set up new vendors and correspondence.

Reconciled vendor statements.

Researched and resolved accounts payable discrepancies.

Coded and entered  invoices each day into the in-house accounting software.

Reviewed and entered expense reports for accuracy and proper expense disclosure.

Balanced monthly general ledger accounts .

Assisted in month end / year end close.

PROFESSIONAL SUMMARY

SKILLS

WORK HISTORY



Monitored and ordered office supplies.

Back up for reception when needed.

Office Manager, 01/2008 to 01/2011

US Precision Sheet Metal, Inc – Riverside, Ca

Hired for A/P position and was promoted to Office Manager/Controller.

Handled daily A/P and A/R processes

Supervised A/P and A/R clerks

 Managed vendor/supplier/customer relations.

Oversaw the timely, accurate processing of invoices, purchase orders, expense reports, credit memos and

payment transactions.

Handled all H/R issues, processed weekly Payroll and managed all Payroll reports.

Handled and processed customer payments and daily cash flow.

Processed quarterly sales tax, month and year end closings.

Resolved employment-related disputes.

Assisted in safety training for staff members.

Analyzed and modified compensation and benefits policies to establish competitive programs and ensure

compliance with legal requirements.

Handled understaffing, disputes, terminating employees and administering disciplinary procedures.

Addressed and resolved general payroll-related inquires.

Researched all payroll, COBRA, disability and FMLA issues.

Explained employee compensation, benefits, schedules, working conditions and promotion opportunities.

Coordinated complex travel schedules, accommodations and trip logistics for candidates and executives.

Supported human resources staff with new hire orientations and monthly departmental meetings.

Reviewed and confirmed that all final paid hours corresponded with timesheets and state laws.

Evaluated timecards for accuracy on the regular and overtime hours.

Completed employee employment verifications and unemployment paperwork in a timely manner.

Accounting Clerk, 01/2006 to 01/2007

Albany Truck Sales – Albany, NY

Worked in A/P, A/R, Billing and all other areas where needed.

Maintained job costing records and reports for service work order system.

Managed and ordered department equipment and supplies.

Back up to Reception area.

Accounts Payable Specialist, 01/1992 to 01/2006

Scully nationalease, Inc – fontana, ca



Processed full cycle Accounts Payable and Accounts Receivables.

Assisted in monthly closing and other accounting duties as needed.

Back up to Reception area when needed.

Float to H/R, Payroll, Billing, & Customer Service.

Nursing Program: LVN, 2011

Summit Career College - Colton, CA

Certified: CNA, 2007

Colton-Redlands-Yucaipa Rop - Redlands, CA

High School Diploma: 1986

Savannah High - Ca

EDUCATION


