Bethany Taylor
a: Nottingham
t: 07700 900828
e: bethany.taylor@example.com
Profile
· Accounts receivable clerk with seven years’ finance experience, including four years maintaining a trade customer ledger in distribution.
· Confident using Microsoft Dynamics 365 and Excel for cash allocation, customer reconciliations and aged balance reporting.
· Resolve payment discrepancies with customers, sales and despatch teams, keeping clear records of outstanding actions.
· AAT Level 3 qualified, with a customer service background and experience supporting month-end ledger checks.
Work history
July 2022 – present
Accounts Receivable Clerk
Trentbridge Packaging Supplies, Nottingham
Maintain a ledger of around 280 active trade accounts within a five-person finance team.
· Allocate approximately 450 receipts each month, matching remittances to invoices and investigating deductions or missing references.
· Reduced receipts unallocated for over 30 days from £18,400 to £7,200 in one quarter through customer follow-up and account reconciliation.
· Investigate short payments against delivery records, agreed prices and approved credits, coordinating responses with sales and despatch.
· Prepare weekly aged balance and query reports, highlighting disputed amounts and promised payment dates for credit control.
· Support monthly sales ledger control-account reconciliations, tracing differences and preparing schedules for the management accountant.
· Helped resolve 31 legacy allocation differences during the Dynamics 365 migration, retaining evidence for each correction.
May 2019 – June 2022
Finance Assistant
Eastbank Office Products, Nottingham
Supported daily transaction processing for a regional office supplies business.
· Raised sales invoices from confirmed orders and despatch records.
· Posted customer receipts and checked remittance totals against bank entries.
· Reconciled customer statements and requested missing payment references.
· Used Excel lookups to match invoice exports with order records.
· Processed approved credit notes and maintained supporting documents.
· Prepared weekly lists of unmatched receipts for the finance supervisor.
September 2017 – April 2019
Customer Service Assistant
Eastbank Office Products, Nottingham
Handled trade customer enquiries by telephone and email.
· Entered orders and confirmed product availability with the warehouse.
· Checked customer prices against agreed account terms.
· Traced delivery discrepancies using order and courier records.
· Logged returns and obtained approval for replacement goods.
· Provided invoice copies and referred payment queries to accounts.
· Kept customer contact details and enquiry records up to date.
Qualifications and training
AAT Level 3 Advanced Diploma in Accounting, 2021.
Dynamics 365 finance user training, 2022; Excel PivotTables and lookups workshop, 2024.
3 A levels, 2017; 9 GCSEs including English and Mathematics, 2015.
Interests
Swimming, weekend walks and cooking for friends.
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