
 

 

     Roxanne Hill 
403 Hunters Path, York PA 17302  ◼ Phone: 443-690-4295 ◼ roxannehill556@yahoo.com 

Experience 

EMPLOYMENT BACKGROUND INVESTIGATIONS 

 

Senior Billing and Accounts Payable Specialist, 8/2014 to Present 

Performs accounts payable coding and GL entry, accounts payable processing, daily check runs, new vendor setup, and 
vendor statement reconciliation. Responsible for accounts receivable third-party billing, processing, and billing data entry to 
clients in a timely and accurate manner. Completes bi-monthly billing, as well as research and resolution of client issues. 
Supports and assists with all functions of the department, as a member of the accounting team. Utilizes Sage 500, NetSuite, 
Microsoft Excel, Microsoft Word, and Microsoft Outlook to complete daily tasks efficiently. 

Key Results: 

• Streamline billing process to increase efficiency and accuracy.  

• Ensures that accounts payable invoices are accurate and input prior to due dates to accelerate payment to vendors. 

 

MADISON MECHINICAL 

 

Accounts Payable Coordinator, 10/2013 to 8/2014 

Performed all accounts payable tasks including; matching packing slips to invoices, entering invoices in the accounts payable 
database, executing check runs, and sending credit card payments to vendors. Responsible for all vendor correspondence 
and file upkeep. Worked with the accounting team to complete all necessary tasks as needed. Utilized Sage 500, Microsoft 
Excel, Microsoft Word, and Microsoft Outlook. 

Key Results: 

• Took responsibility to improve the entire accounts payable system, as requested. 

• Worked as a team player to ensure that all deadlines were met and tasks were completed. 

 

ELDERSBURG BUILDING SUPPLY 

 

Full Charge Bookkeeper, 9/1997 to 7/2013 

Performed bookkeeping functions for four locations, A/R functions (which included; invoicing, posting receipts, statements, month-
end reports, and customer inquiries), A/P functions (which included; matching PO’s with invoices and inputting them in accounts 
payable and preparing all checks for weekly check runs ). Responsible for all bank deposits, processing payroll, sales tax reporting, 
as well as customer service tasks, answering phones, and keeping organized filing records. Efficient in performing daily tasks within 

ProCom computer system software, Microsoft Excel, Microsoft Word, and Microsoft Outlook. 

 

Key Results: 

• Successfully maintained and expanded bookkeeping position for over fifteen years within the company. 

• Diligent and independent in performing all daily responsibilities and tasks relating to bookkeeping.   

 

CARROLL INSULATION  

 

Full Charge Bookkeeper, 1/1991 to 9/1997    

Performed all A/R and A/P functions, prepared payroll, reconciled bank statements, produced monthly reports, input 
monthly inventory and performed all necessary bookkeeping tasks.   

Key Results: 

• Was successful in completing all financial duties and reporting to CPA.  



 

 
• Independently completed all assigned tasks and responsibilities given.   

CARROLL COUNTY BANK  

 

Branch Supervisor/ Loan Officer, 6/1978 to 1/1991 

Supervised bank staff, processed and approved loan and mortgage applications, was responsible for all branch goals, 
security operations, employee performance evaluations, and customer service.    

Key Results: 

• Advanced from teller to customer service representative, to administrative assistant, to branch supervisor/loan officer. 

• Gained valuable leadership skills and work ethic, while learning all bank functions. 

• Maintained a successful, organized, work environment; while supporting a large staff. 

 

 


