	ANTHONY JOHNSON

7045 Chapelridge Dr. Dallas, Texas 75249

 469-765-7975
antpile89@yahoo.com

	overview

	
	To pursue a challenging career with a progressive firm or company that has potential growth with which I can utilize my training skills, talents and achievements towards my employer’s development. Areas of strength include:

	
	Accounts Payable

Data Entry

Organizational Skills

Computer Literacy

· Work as Team Player
	Accounts Receivable

Customer Service

Communication Skills

Time Management Skills

· Research Abilities



	education

	
	Major: Accounting
	1989

	
	Mountain View College
· Dallas, Texas



	computer skills

	
	Great Plains
Microsoft Word, Microsoft Excel

Solomon

· Ten Key

· Window XP


	PROFESSIONAL EXPERIENCE

	
	Project Administrator
	Mar 2005 – July 2008

	
	Allied Interiors Dallas, Texas
An Access Flooring Company

Proposals

· Invoicing

· Designing Logos, Purchase Orders, Letterhead, etc…

· Customer Service

· Filing

· Copying

· Various duties as assigned 


	

	
	GENERAL CLERK II
	Nov 2002 – Jan 2005

	
	First American Tax Real Estate Service Dallas, Texas 
A mortgage service with 135,000+ customers and 340+ vendors

Processed payments to inventory and expense items 

Answered and researched customer calls

· Retrieved, analyzed and posted multiple customer payments

· Performed special projects as assigned by management



	
	ACCOUNTS PAYABLE CLERK
	Nov 2000 – Jan 2002

	
	American Tile Supply Dallas, Texas 
A tile service with 1,000+ customers and 100+ vendors

· Prepare and process invoices on a daily basis 

· Sort invoices by goods receipt and plant location 

· Scan and send problem invoices to buyers and requisitioners for approval and resolution of issues. 

· 3 way matching and batching of invoices 

· Responsible for resolution and reconciliation of problem invoices 

· Research history of problem transactions, resolving and rectifying in a timely manner. 

· Processed payroll payments of contract employees by verifying hours worked and making required adjustments 

· Assist with month end close 

· 3 way matching and batching of invoices 

· Heavy contact via email or phone with vendors, buyers, and requistioners regarding invoices that are past due. 

· Manage and reconcile vendor accounts on a monthly basis. 



	       SUPPORT ASSOCIATE IV
                                                                         Aug 1997 – Mar 2000

	
	Bank of America Dallas, Texas 
A bank with 500,000+ customers 

Analyzed electronic processing reports

Maintained data integrity of maintenance tracking system

· Reconciled internal and external accounts

· Consistently met and exceeded department goals



	
	ACCOUNT REPRESENTATIVE
	Dec 1996 – Mar 1997

	
	Quest Point Dallas, Texas 
A lockbox service with 100+ customers and 100+ vendors

Balanced and processed customer information



	
	Processing Clerk
	Aug 1994 – Sep 1996

	
	Accubanc Mortgage Dallas, Texas 
A mortgage service with 10,000+ customers and 100+ vendors

Retrieved reports, analyzed and posted mortgage payments

Wrote policy and procedures

· Set up ACH bi-weekly drafts and payoffs

· Analyzed and researched customer inquires



	references

	Promptly furnished upon request.


