Jennifer Leary
3229 Sycamore Valley Road, Pleasant Shade, TN 37145
Phone: 615-556-4840 | Email: jenniferlearycb@gmail.com

Professional Summary
Detail-oriented bookkeeping professional with experience in financial recordkeeping, payroll processing, and accounting software management. Certified by NACPB in bookkeeping, payroll, and QuickBooks Online. Intuit Certified QuickBooks Online ProAdvisor 2. Xero Certified. Proficient in Microsoft Office. Highly skilled at problem-solving, maintaining compliance, and improving processes for cost-effectiveness.

Professional Experience
Bookskeep – Remote
Bookkeeper
August 2025 – Present
· Multiple client
· Accounts Payable/Receivable
· Payroll Entries/Tracking
· Reconcile accounts monthly
· Month-end close – Journal Entries
· Financial Reporting
Self Employed Full Charge Bookkeeping Specialist
February 2025 – August 2025
· Multiple client
· Accounts Payable/Receivable
· Payroll Entries/Tracking
· Reconcile accounts monthly
· Month-end close – Journal Entries
· Financial Reporting
· Check printing & mailing

Food Concepts – Lebanon, TN
R&D & Quality Control (QC) Specialist
February 2018 – April 2025
· Product documentation for over 500 products.
· Conduct quality checks, batch reviews, and troubleshoot QC issues.  Confirm that all errors are corrected and product quality standards are met.
· Enter and maintain accurate product formulas, components, and project data in company specific software to ensure product quality.
· Collaborate with the production and procurement teams to ensure accurate product formulations, cost-effective ingredient sourcing, and faster production times.
· Customer service including order entry, shipping, preparing paperwork for accounts receivable to process.

The Law Office of Donald D. Zuccarello – Nashville, TN
Office Manager
November 2012 – February 2018
· All financial transactions for the firm including journalizing and month end close.  Prepared books for Operating, trust and owners personal accounts.
· Prepared daily, weekly, and monthly financial reports using QuickBooks Desktop software, ensuring accurate accounting and financial recordkeeping.
· Handled HR duties including hiring, employee onboarding, disciplinary actions, terminations and appropriate file maintenance.  Prepared and submitted appropriate state reports and payroll.
· Processed client settlements making sure all expenses were properly recorded and recouped by the firm.
Rue 21
FT Assistant Manager
May 2009-November 2011

· Supervised a team of 4 staff members, providing optimal store operations, staff scheduling, and loss prevention.  Mastered opening and closing procedures.
· Completed daily paperwork, including register counts and inventory processing.
CJ Banks
PT Assistant Manager
September 2008-May 2009

· Supervised a team of 4 staff members, providing optimal store operations, staff scheduling, and loss prevention.  Mastered opening and closing procedures.
· Completed daily paperwork, including register counts and inventory processing.
· Marketing - Plan, promote and implement in-store activities including special events (fashion shows).
· Contact other local businesses to obtain cross-promotional items bringing business to both our store and other businesses.

Self Employed
September 2000 – September 2008

Customer Service & Order Management (Remote)
· Inbound customer calls for various companies, process reservations, orders, and addressing inquiries.  Utilize various computer systems and platforms.
· Customer follow-ups, ensuring that issues were resolved in a timely manner and maintaining a positive relationship with clients.
Documentation & Coding Quality Management (Remote)
· Conducted regular quality checks on coding work submitted by remote teams, identifying areas for improvement and providing feedback.
· Maintained detailed documentation on processes and procedures to improve operational efficiency and maintain compliance with client specifications.
· Collaborated with remote coders to resolve technical issues and provide accurate and timely project completion.

Leacar Inc
Leasing Consultant
June 1998 – September 2000

· Greeted prospective tenants, conducted property tours, processed lease applications and reviewed/finalized lease agreements with new tenants.
· Conducted apartment inspections.  Assigned maintenance tasks as needed.
· Collected rent, issued past-due notices, and prepared court paperwork for evictions.
· Coordinated apartment turnarounds, including cleaning, maintenance, and carpet replacement.
· Led marketing and advertising efforts and organized tenant activities. Created and distributed community newsletters to engage tenants.
· Maintained tenant and property files, assisted property manager with accounting tasks and other projects as necessary.

Unisource Worldwide
Accounts Payable Clerk
May 1996-June 1998

· Accounts payable processing for 7 locations, matching invoices to purchase orders and inventory received.
· Approved invoices for payment.
· Reviewed vendor statements, researching discrepancies.  Worked with vendors to resolve issues or obtain credit.


Certifications
· Certified Public Bookkeeper (CPB) – National Association of Certified Public Bookkeepers (NACPB)
· Payroll Certification – NACPB
· QuickBooks Online Certification – NACPB
· QuickBooks Online ProAdvisor Level 2 – Intuit
· Xero Certification - Xero
· HACCP (Hazard Analysis Critical Control Points) – AIB International
· PCQI (Preventive Controls Qualified Individual) – AIB International
· Food Label Certification – AIB International
· Former Notary Public – Nashville (Davidson County), TN
· Bookkeeping Internship, Consortia Small Business Accountants

Technical Skills
· Accounting Software: QuickBooks Online (Certified), QuickBooks Desktop, Xero (Certified)
· Payroll: Payroll processing and reporting, taxes
· Financial Reporting: Reconciliation, financial statement preparation, reporting
· Office Software: Microsoft Excel (Advanced), Microsoft Office Suite
· Other: Product documentation, QC testing, customer service, project management

Professional Memberships
· Member, National Association of Certified Public Bookkeepers (NACPB) – In Good Standing
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