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Professional Summary
Results-driven accounting professional with over 5 years of experience in tax preparation, office management, and financial reporting. Proficient in QuickBooks, Microsoft Office Suite, and Google Workspace, with strong expertise in bank reconciliation, payroll, and accounts payable/receivable. Recognized for accuracy, efficiency, and trusted client relationships. Holds a PTIN certification and Associate’s Degree in Accounting; preparing for Enrolled Agent exam.
Work Experience
Office Administrator & Tax Preparer | Oehlke CPA, PLLC – New Braunfels, TX (Jul 2022 – Jan 2025)
• Delivered accurate tax returns for 300+ clients annually with zero audit issues.
• Led bank reconciliations, accounts receivable, and profit & loss reporting.
• Developed QuickBooks training programs improving client efficiency.
• Oversaw daily office operations, improving team productivity.
ESL Teacher | PalFish – Remote (Dec 2019 – Aug 2022)
• Taught 200+ international students through customized lessons.
• Improved retention and performance with personalized strategies.
Office Manager | The Gym – New Braunfels, TX (Jun 2011 – Nov 2018)
• Directed accounting, payroll, and financial reporting functions.
• Streamlined payment systems, increasing on-time collections by 25%.
• Automated administrative workflows, reducing errors and delays.
Telemarketer | Rockin J Ranch – Blanco, TX (Nov 2011 – Nov 2013)
• Generated 50+ qualified leads daily through effective outreach.
• Scheduled appointments that directly boosted revenue.
Receptionist | New Braunfels Vision Center – New Braunfels, TX (Aug 2008 – May 2011)
• Managed multi-line phone systems and scheduled client appointments.
• Processed insurance payments with 100% accuracy.
Education
Associate’s Degree in Accounting – Southern New Hampshire University
Skills & Certifications
Skills:
• Tax Preparation & Strategy
• QuickBooks & Accounting Software
• Bank Reconciliation & P&L Reporting
• Accounts Payable/Receivable
• Payroll Processing
• Financial Analysis & General Ledger
• Office & Records Management
• Microsoft Office Suite & Google Workspace
• Client Relations & Communication
• Time Management & Multitasking
Certifications:
• PTIN Certification (Active)
• TESOL Certification
• Microsoft Office Specialist
References
Available upon request.




