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SUMMARY OF QUALIFICATIONS
I’m a highly organized and detail-focused Full Charge Bookkeeper, with an exceptional track record of accurately handling financial reporting in deadline-oriented environments.
· Skilled in all aspects of recording transactions, posting debits and credits, reconciling accounts, and ensuring accuracy and completeness of data.
· Expertise in developing and delivering monthly, quarterly, and annual financial statements for management within tight deadlines.
· Proficiency in managing accounts payable and accounts receivable, generating invoices and monthly statements for clients.
· Proven ability to identify and implement improvements to streamline processes and increase efficiency and productivity.
· Excellent computer skills: proficient with Microsoft Word, Microsoft Excel, QuickBooks, Yardi & Peachtree and able to learn proprietary systems/applications quickly and easily.

PROFESSIONAL EXPERIENCE:
Gindi Capital LLC, Controller                                     		   	   October 2017 - Present
Oversee a staff of accountants and an AP Clerk, who handle over 100 entities. Manage, help & review Monthly bank reconciliations, quarterly financial statements and answer questions staff may have. Process bi-weekly payroll with Paychex, maintains employee files and maintenance company insurance policies & 401K plans. Monitor and review multiple bank accounts with five different banks. Review and oversee the company credit card and the personal credit cards of the owners. 
Year-end work: Review each entity QuickBooks or Yardi file. Setup and send accountant’s copies of each QuickBooks file to the outside accounting firms to aid in tax return prop. Setup master list of tax documents received for each entity and owners plus their kids. Send all tax documents to the outside accountants. Work with both internal & external accountants regarding the annual audits, making sure they are finalized before due dates, so we have enough time to make changes if needed. Restore QuickBooks files with accountant’s changes & check the file matched tax returns. Make sure all investors in our entities receive a copy of their K-1’s each year.
							
DDK & Company LLP, Bookkeeping Supervisor		   		June 30, 2014 – October 2017
Supervise six bookkeepers, making sure all work is done properly and in a timely fashion. Also, responsible for training new bookkeepers on how to use the following software QuickBooks both online & desktop to the payroll program. Help with the hiring of new bookkeepers. As a full Charge Bookkeeper, I manage an assortment of companies and high net worth individuals. Handle all aspects of accounts payable, accounts receivables, Payroll from paying employees to quarterly payroll returns. Handle Monthly, quarterly & annual sales tax returns. 

Bruce Oberfest & Associates, Full-Charge Bookkeeper                             	July 13 2009 – June 27, 2014
Manage an assortment of companies, responsible for all financial transactions, posting debits and credits, producing financial statements, and recording all transactions. Prepare reports and financial summaries using Microsoft Excel or the accounting software available, detailing the company’s financial status, generating bank deposits, verify and balance receipts and process bank reconciliations. Prepare and deliver to clients accurate monthly, quarterly, and annual financial statements. I also process Quarterly Payroll Returns and Sale Tax Returns for this company.

The Fawn Group, Full-Charge Bookkeeper                               		 August 2008 – July 2009
Manage all financial transactions, posting debits and credits, producing financial statements, and recording all transactions. Prepare management reports and financial summaries detailing with the company’s financial status. Generate bank deposits, verify and balance receipts and processing monthly bank reconciliations. Create invoices and track overdue accounts. Handle Accounts Payable.  Research and resolve billing and collections disputes. I am the Office Manager and handle Payroll.


Eisner LLP, NY		                                     			   	January 2008 – August 2008
Full-Charge Bookkeeper 							Ken Smith – (212) 891-8051
Managed an assortment of different companies, responsible for all financial transactions, posting debits and credits, producing financial statements, and recording all transactions. Prepared reports and financial summaries using Microsoft Excel or the accounting software available, detailing company’s financial status, generated bank deposits, verify and balance receipts and processed bank reconciliations. Created invoices and tracked overdue accounts. Researched and resolved billing and collections disputes, prepared and delivered to clients accurate monthly, quarterly, and annual financial statements. I also processed Quarterly Payroll Returns and Sale Tax Returns for the company’s clients.

Planex International Marketing Corp, New York, NY                           	August 2002 – January 2008
Full-Charge Bookkeeper/Controller 						Lillian Freiman – (917) 601-4387
Manage all financial transactions, posting debits and credits, producing financial statements, and recording all transactions. Prepare management reports and financial summaries detailing company’s financial status. Generate bank deposits, verify and balance receipts & processing monthly bank reconciliations. Create invoices and track overdue accounts. Handle Accounts Payable. Keep track of L/C & when they are paid out.  Research and resolve billing and collections disputes. Handle Payroll & 401K payments.

Other Jobs:
1. LaPeter & Co LLC – Freelance Bookkeeper - 2000 – 2002
2. CBIZ aka SLP & CO – Controller/Outsources bookkeeper – 1996 - 2000

Education: Some College class taken.

Reference:
1. Lillian Frieman – see above under Planex
2. Ken Smith – see above under Eisner
3. Bo Diaz – Coworker & Accountant – 914-788-8210
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