Jennifer Bonner
3638 Kirkwood Road					      	     Cell:  215.850.0180
Philadelphia, PA  19114						      Email: jbonner1017@aol.com

WORK EXPERIENCE

Post & Schell P.C., Philadelphia, PA					1999 to Present
Accounting Department – Accounts Payable

Work directly with the Controller to assist with daily functions of the Accounts Payable Unit 

· Receive and verify invoices and requisitions 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
· Process backup reports after data entry
· Manage daily and weekly check run
· Record all checks
· Match invoices to checks, obtain all signatures for checks and distribute checks accordingly 
· Prepare manual checks as and when required
· Maintain listing of accounts payable
· Maintain the general ledger
· Maintain updated vendor files and file numbers
Maintain files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices
Print and distribute monthly financial reports
Set up new vendors for payment
Reconcile vendor statements, research and correct discrepancies
Manage and pay all attorney expenses
Maintain current W-9s on all vendors
Help billing department mail and email vendor bills
       Help billing department with electronic billing(budgets, listing matters
[bookmark: _GoBack]       Make collection calls to vendors as well as email past invoices 


Philadelphia TramRail, Philadelphia, PA					1995 to 1999
Accounting Department – Accounts Receivable

Served as Accounts Receivable Clerk
· Followed up, collection and allocation of payments 
· Carry out billing, collection and reporting activities according to specific deadlines 
· Reconciliation of accounts 
· Monitored customer account details for non payments, delayed payments and other irregularities 
· Maintained accounts receivable customer files 
· Followed established procedures for processing receipts, cash etc 
· Prepared bank deposits 
· Investigated and resolve customer queries 
· Processed adjustments 
· Organized a recovery system and initiate collection efforts 
· Communicated with customers via phone, email, mail or personally
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EDUCATION

Temple University, Philadelphia PA						1993-1995  	
· Coursework in Criminal Justice

Manor College, Jenkintown PA							1991-1993
· Associates Degree- Paralegal Studies

Saint Hubert High School for Girls, Philadelphia PA				1991	
· General Studies/ H.S. Diploma Received


ADDITIONAL SKILLS
Microsoft Office, ELITE Accounting and other proprietary systems
