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	Professional Summary



Multifaceted business and accounting professional with over 10 years of experience supporting office operations, vendor management, procurement and full-cycle bookkeeping. Proven track record of maintaining organized workflows, managing staff, improving cost controls, and delivering high-quality administrative support across diverse sectors. Proficient in Microsoft Office Suite, QuickBooks Online, Sage 500, and Microsoft Dynamics 365, and ERP. Skilled in executive-level support, appointment coordination, vendor management, and financial reporting.

	Professional Experience




	Certified Public Bookkeeper
	Accting Plus Consulting
	 Dec 2018 – Present


· Managed full-cycle bookkeeping for multiple clients, including AP, AR, and payroll.
· Provided monthly reconciliation, budgeting, and accurate financials for small business clients.
· Negotiated service contracts, established pricing structures, and ensured compliance with client agreements.
· Provided personalized QuickBooks Online training to business owners, enhancing their financial literacy and internal controls.
· Saved clients 5%-10% in overhead by auditing expense reports, uncovering unnecessary costs, and advising on smarter budget strategies.

	Accounts Payable Lead
	               4 Wheel Auto Parts
	Oct 2021 – Jul 2022


· Hired as an independent contractor to support full-cycle accounts payable and assist with financial system migration by processing and coding over 200 invoices weekly, reconciling accounts, verifying purchase orders, and resolving aged payables.
· Managed vendor accounts, resolved discrepancies, and maintained strong vendor relationships.
· Coordinated with the logistics department and managed vendor shipments to ensure 4 Wheel Parts retail stores received inventory needed for sales, repairs, and vehicle upgrades.
· Trained and led staff on invoice processing, vendor management protocols, and system procedures to ensure accuracy of data and workflow efficiency.






	Accounting Clerk
	Accounting Principals
	Jul 2017 – May 2018


· Managed full-cycle accounts payable and receivable, including invoice generation, purchase order matching, payment posting, check runs, collections, customer billing, account reconciliation, and aging report follow-ups.
· Communicated with vendors and customers to resolve payment discrepancies and coordinate inventory shipments, ensuring timely resolution of shortages and accurate order fulfillment.
· Answered incoming calls, responded to emails, updated records, and organized financial documents for audits.

	Bookkeeper
	[bookmark: OLE_LINK1]GEO Corrections & Detention
	May 2014 – Jul 2017


· Provided administrative support, prepared memos, scheduled staff meetings, and filed confidential documents.
· Oversaw full-cycle bookkeeping, including accounts payable, accounts receivable, inventory, payroll, reconciliation, and financial statements preparation.
· Collaborated with department heads to prepare and monitor budgets, resulting in improved expense tracking and more accurate financial forecasting.
· Trained, supervised and delegated tasks to subordinate staff, conducted interviews, and supported onboarding to ensure consistency in policy and procedures.

	Education



	California State Polytechnic University-Pomona
	2023-2024


· Supply Chain Management Certificate
	Purdue University Global
	2019-2022


· Bachelor of Business Administration
	Bakersfield College
	2013-2016


· Associate of Art in Accounting 
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