APRIL MAINES, CB
590 Cooper Ave, Grassflat, PA  16839

 814-424-4436, mccool683@gmail.com
EMPLOYMENT HISTORY
Okonak, Dean & Lechner

Altoona, PA, September 2017 – Present

Certified Bookkeeper, Staff Accountant, QuickBooks Certified
· Prepare Payrolls, Quarterly Payroll Returns, and W-2’s using QuickBooks and Accounting CS

· Prepare Individual and Small Business Income Tax Returns including WTB 
· Monthly Bookkeeping work for multiple clients, reconciling cash accounts
· Assist with answering the phones and covering the front desk when necessary

Baker Tilly Virchow Krause, LLP
State College, PA, March 2008 – September 2017
Certified Bookkeeper, Senior Accounting Associate - Small Business Department

· QuickBooks Online Certified, Prepare Financial Statements, Reconcile Accounts

· Prepare Payrolls, Quarterly Payroll Returns, and W-2's using Peachtree, QuickBooks, Accounting CS
· Prepare Individual and Small Business Income Tax Returns

SHANER HOTEL GROUP

State College, PA, December 2004 - March 2008

Tax Accountant

· Prepare Sales Tax Returns

· Prepare Individual Income Tax Returns

· Use QuickBooks for Bookkeeping Services

NITTANY TAX SERVICE

Philipsburg, PA, January 1999 - December 2004

Office Manager

· Prepare Payrolls, Manage Staff
· Prepare Individual and Small Business Income Tax Returns

· Use QuickBooks and Peachtree for Bookkeeping Services

H&R BLOCK

State College, PA, January 1998 - April 1998

· Prepare Individual and Small Business Income Tax Returns

MURATA ELECTRONICS

State College, PA, September 1990 - December 2001

· Lead Operator on Machines

· Assist Supervisor with Projects using Excel and Word Programs

EDUCATION
Williamsport School of Commerce

Williamsport, PA, 1988 - 1990

Associate Degree in Specialized Business Management

REFERENCES

Professional and personal references are available and will be furnished upon request.

