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Professional Summary
Detail-oriented bookkeeping and accounting professional with 5+ years of remote bookkeeping experience and over 10 years of banking experience. Skilled in accounts payable, accounts receivable, bank and credit card reconciliations, journal entries, invoicing, expense tracking, financial record maintenance, and customer billing support. Recognized for accuracy, organization, and the ability to manage multiple priorities while working independently. Currently pursuing a Bachelor of Science in Accounting through Western Governors University.
Core Skills
Accounts Payable & Accounts Receivable
Bank & Credit Card Reconciliations
Journal Entries
Invoicing & Payment Processing
Expense Tracking
Month-End Support
QuickBooks Online
Microsoft Excel
Microsoft Office
FileMaker
Zoom
Remote Collaboration
Professional Experience
Bookkeeper | OnSight PROS | Remote | March 2021 – Present
Manage day-to-day bookkeeping functions while maintaining accurate financial records.
Process accounts payable and accounts receivable transactions.
Perform monthly bank and credit card reconciliations and resolve discrepancies.
Prepare invoices, record deposits, and maintain documentation.
Enter expenses and journal entries in QuickBooks Online.
Support month-end reporting and tax documentation.
Communicate with vendors and assist customers with billing questions.
Maintain organized digital records using FileMaker and collaborate remotely using Zoom.
Teller Supervisor | Bank of America |2021-2013
Supervised daily teller operations.
Assisted with cash balancing and customer service.
Trained and supported team members.
Teller | Bank of America | 2010-2013
Processed customer transactions accurately.
Assisted customers with banking services.
Maintained cash handling accuracy.
Education
Western Governors University
Bachelor of Science in Accounting (In Progress)
