
​Elizabeth Dinora Machado​
​❍    San Antonio, TX   ❍   (210)827-9909   ❍​ ​www.linkedin.com/in/elizabeth---machado​ ​❍   emachado2903@gmail.com​ ​❍​

​| CAREER OBJECTIVE & SKILLS​

​I am seeking to leverage my skills as a general accountant, along with my software engineering​
​degree, to positively contribute to a role that serves my company, family, friends, and community.​

​●​ ​3 years of accounting experience, including processing invoices, payroll processing,​
​account reconciliation, invoicing, drafting bills, tracking inventory, and ordering​
​inventory.​

​●​ ​Detail-oriented, efficient, and always eager to learn new systems and processes​
​●​ ​Proficient in Office 365, Google Suite, Excel, HotShot, FSPMS, Oracle, PowerPoint, and​

​Microsoft applications​

​| EDUCATION​
​San Antonio Community College, San Antonio, TX​
​— Associates in Software Engineering​

​March 2026​

​|​​EXPERIENCE​
​Assured Services, Erie, CO​
​— General Accountant​

​July 2025 - April 2026​
​●​ ​Successfully processed payroll and 401k financials weekly.​
​●​ ​Process AP checks and payroll checks.​
​●​ ​Maintaining credit card reconciliation monthly.​
​●​ ​Process the WEX Fuel cards report and AP posting.​
​●​ ​Processed contract welder invoices, keeping track of employee hours.​
​●​ ​Organize employee hours and coordinate with project managers for jobs.​
​●​ ​Created a master account for each job inquiry and tracked ongoing job​

​financials.​
​●​ ​Recreated the handbook and orientation packets in both English and Spanish​

​versions. Utilizing graphic design tools such as Bluebeam, Canva, Excel, Word,​
​and PowerPoint.​

​JW Marriott San Antonio Hill Country Resort & Spa, San Antonio, TX​
​— Housekeeping Office Coordinator​

​August 2024 - July 2025​
​●​ ​Successfully posted schedules and processed payroll for 156 associates weekly.​
​●​ ​Successfully aided in the transition of the new ATLAS software into the​

​housekeeping department.​

http://www.linkedin.com/in/elizabeth---machado


​●​ ​Maintaining close attention to detail to ensure the company's standards for​
​manual punches and meal breaks are met.​

​●​ ​Processed temp labor invoices, keeping multiple spreadsheets to improve​
​accuracy.​

​●​ ​Provided associates with daily support for technological issues, payroll​
​questions, pay stubs, and any materials needed to complete their daily tasks.​

​●​ ​Custom-made Excel spreadsheets are now implemented into the process to​
​close payroll.​

​●​ ​Lead the introduction and processing of digital tips into the housekeeping​
​department.​

​University of Texas at San Antonio, San Antonio, TX​
​— Accounting Technician​

​June 2024 - July 2024​
​●​ ​Reconciling accounts, identifying discrepancies, and resolving issues promptly.​
​●​ ​Applied proper codes to invoices, files, and receipts to keep records organized​

​and easily searchable.​
​●​ ​Credit card reconciliation and submission of travel voucher approvals.​
​●​ ​Part-Time Internship​

​Accounts Payable and Receivable Specialist, Austin, TX​
​— Accounts Payable and Receivable Specialist​

​August 2023 - June 2024​
​●​ ​Process up to 50 invoices daily, validating for accuracy and routing for approval​

​to prepare for payment processing.​
​●​ ​Filed chargebacks, compiled, and evaluated each case received.​
​●​ ​Processed final bills up to $700,000.​
​●​ ​Successfully created and processed payments for groups staying at the hotel.​
​●​ ​Finalized bills for groups with the constant communication of the group housing​

​and events team to gather proper documents and the total cost of a group.​
​●​ ​Led the private events billing for the hotel outlets, which included Corinne,​

​Zanzibar, and The Lobbyist Bar and Lounge.​
​●​ ​Daily Cash Deposits and Credit Card Reconciliation​
​●​ ​Utilizing Microsoft Excel, POS, CI/TY, Freedompay, and FSPMS systems to make​

​daily account entries.​
​●​ ​Processed payments in-house account, master accounts, aging accounts,​

​advance deposit aging account, and allocated Expedia wire payment into the​
​correct Expedia reservations in PMS.​

​●​ ​City ledger/Guest ledger experience​


