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Professional Summary
Experienced and dedicated bookkeeper with expertise in accounting, payroll management, and tax preparation. As the owner of Bob’s Tax Service, I provide exceptional financial services to individuals and small businesses, focusing on accuracy, compliance, and personalized support. Proficient in all areas of bookkeeping and business administration, I am committed to helping clients achieve financial clarity and peace of mind. My strong organizational skills, attention to detail, and passion for helping others make me an invaluable partner for anyone seeking trustworthy accounting and tax solutions.
Core Competencies
· Full-cycle bookkeeping and financial record-keeping
· Tax preparation for individuals, sole proprietors, and small businesses
· Payroll processing and compliance
· Accounts payable and receivable management
· Bank reconciliations and financial statement preparation
· Budgeting, forecasting, and cash flow analysis
· QuickBooks, and Xero software proficiency
· Client relationship management and consulting
· Regulatory compliance and audit readiness
· Confidentiality and ethical financial practices
Professional Experience
Owner & Bookkeeper – Bob’s Tax Service
Dates of Employment01/2023 – Present]
Keyser, WV
· Founded and operate Bob’s Tax Service, serving clients across Eastern United Stated with clients ranging from Maine to Florida, with comprehensive bookkeeping and tax services.
· Manage all aspects of business operations, including client acquisition, service delivery, billing, and marketing.
· Prepare and file federal, state, and local tax returns for individuals, families, and small businesses, ensuring all regulatory requirements are met.
· Oversee payroll processing, including deductions, tax payments, and year-end reporting for multiple business clients.
· Maintain and reconcile accounts, prepare monthly, quarterly, and annual financial statements, and advise clients on financial trends.
· Implement cost-saving measures and financial controls to enhance profitability for both the business and its clients.
· Assist clients with IRS audits, correspondence, and resolution of tax issues, representing them with professionalism and care.
· Provide consulting on bookkeeping best practices, record digitization, and software selection customized to client needs.
· Develop tailored budgeting and cash flow strategies to help clients maximize their resources and achieve financial goals.
· Deliver educational workshops and seminars for the local community on tax planning, small business accounting, and personal finance.
· Maintain strict confidentiality and a reputation for ethical handling of sensitive financial information.
Education
· American Institute of Professional Bookkeepers
· Additional Training:
· - Advanced QuickBooks Certification
· - Payroll Compliance and Tax Law Workshops
Technical Skills
· Accounting Software: QuickBooks and Xero
· Microsoft Office Suite: Excel, Word, Outlook, PowerPoint
· Payroll Systems: ADP and Patriot
· Cloud-Based Bookkeeping Platforms
· Tax Preparation: TaxSlayer Pro Web
· Data Entry and Digitization Tools
· Document Management Systems
Professional Affiliations
· Member, American Institute of Professional Bookkeepers
· Member, National Association of Tax Professionals
Additional Information
Personal Statement:
I believe that every business, no matter the size, deserves transparent and accurate financial records. My approach is rooted in integrity, reliability, and a genuine desire to see my clients succeed. As the owner of Bob’s Tax Service, I strive to create an atmosphere of trust and support, empowering individuals and entrepreneurs to focus on what they do best—while I take care of the numbers.
· Consistently maintained error-free accounting and tax records.
· Successfully resolved multiple IRS audit cases, saving clients substantial fees and penalties
· Grew Bob’s Tax Service from a solo practice to a thriving firm with repeat business and client referrals
Professional Goals:
· Remain current with evolving tax laws and accounting standards
· Expand Bob’s Tax Service to offer remote bookkeeping and virtual tax consultation services
· Continue to contribute to the financial well-being of my community through education and service

