Amy Edwards
a: Manchester
t: 07700 900821
e: amy.edwards@example.com
Profile
· Billing administrator with seven years’ finance-office experience, including four years managing recurring and ad hoc invoicing for business customers.
· Use Sage Intacct and Excel to check billing data, investigate discrepancies and keep monthly invoice runs on schedule.
· Experienced in resolving billing queries with account managers, customers and credit control, with clear records of agreed corrections.
· AAT Level 2 qualified, with a background in customer service and a practical approach to improving routine checks.
Work history
June 2022 – present
Billing Administrator
Oakmere Business Services, Manchester
Manage around 650 monthly invoices across a portfolio of service contracts, reporting to the Billing Team Leader.
· Raise recurring and one-off invoices in Sage Intacct, checking contract dates, agreed rates and customer purchase-order references.
· Reconcile billing schedules against approved contract changes and follow up missing information before the monthly cut-off.
· Introduced an Excel PO-expiry check; invoices returned for missing or expired references fell from 19 to 7 across comparable monthly runs.
· Investigate disputed charges, agree corrections with account managers and issue approved credit notes with supporting records.
· Reduced a backlog of queries older than 30 days from 24 to 10 over three months through weekly owner reviews.
· Prepare unbilled-item and credit-note reports, supporting month-end review and audit requests.
April 2019 – May 2022
Finance Administrator
Pennine Workplace Supplies, Salford
Supported a four-person accounts team serving trade customers.
· Created sales invoices from despatch records and checked delivery charges.
· Set up customer accounts using approved details and payment terms.
· Matched remittance advice to receipts and investigated allocation differences.
· Used Excel lookups to compare order references with invoice exports.
· Supplied invoice copies and delivery evidence to credit control.
· Helped clear 36 unmatched receipts during a quarterly ledger review.
September 2016 – March 2019
Customer Service Administrator
Pennine Workplace Supplies, Salford
Handled telephone and email enquiries for the trade sales office.
· Entered customer orders and checked prices against current quotations.
· Confirmed delivery details with warehouse and transport colleagues.
· Investigated missing items using order and despatch records.
· Logged returns and passed agreed adjustments to accounts.
· Maintained contact details and records of customer discussions.
· Prepared weekly summaries of unresolved order queries.
Qualifications and training
AAT Level 2 Foundation Certificate in Accounting, 2020.
Sage Intacct billing training, 2022; Excel PivotTables and lookups workshop, 2024.
3 A levels, 2016; 9 GCSEs including English and Mathematics, 2014.
Interests
Badminton, live music and trying new baking recipes.
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