Stephanie J Rutledge 
Sjrutiii@hotmail.com 713-256-2779 
Accounts Payable / Accounting / Bookkeeper


OBJECTIVE: To obtain a job in the field of accounting, wherein I can use my experience and desire to their greatest potential. 

Description of my perfect job: 
The ideal job would be to work in an environment where everyone is friendly and the work pace is fast and busy. 

EXPERIENCE 5/2001 - Present CONFIDENTIAL Houston, TX 
Oil & Gas Accounting 
Accounts Payable Accountant 

My duties include but not limited to; scanning, indexing, coding and uploading G & A invoices for all area offices, including Houston. 
Researching, keying and uploading utilities into a recurring database in Access. 
Daily processing which includes, but not limited to scanning, indexing, coding, uploading, researching area invoices for oil wells for new drills on AFE and LOE related invoices. Daily and weekly processing of check writes; 500+ checks weekly. 
Daily retrieval of messages left on the vendor line and returning vendor calls. 
Monthly balancing suspense account with general ledger. 
Any research for vendor statements which include past due invoices. 

11/1998 - 6/2000 DXP Enterprises Houston, TX 
Accounts Payable 

Daily processing of invoices, which included but not limited, to releasing purchase orders to pay invoices, batching invoices to pay and research. 

12/1997 - 8/1999 Carriage Services Inc. Houston, TX 
Accounting Clerk 

Daily processing of contracts for field employees for their commissions. 
Creating and balancing speadsheets of commssions for payroll. 

1/1997 - 12/1997 Financial Federal Credit Houston, TX 
Accounts Payable / Accounts Receivable 

I started out in the Accounts Receivable area manually applying payments to accounts and balancing their accounts from ledger cards. Then I moved over to the Accounts Payable area where I processed G & A invoices along with expenses for the Houston office. 
Processed weekly check writes.  Assisted in balancing some accounts back to the general ledger. 

ADDITIONAL INFORMATION 10-key by touch 


12,500 KPH 
50 WPM 
MS Excel 
MS Word 
Excalibur 
Powervision 
Access 

Quickbooks



References available upon request.
