SAMARA SMITH
Chicago, Illinois • 312-721-0788 • samara@neonbookkeeping.com
Neon Bookkeeping
PROFESSIONAL SUMMARY
Certified QuickBooks Online ProAdvisor and experienced Accounting Operations Professional with 10+ years of accounting, bookkeeping, financial reporting, and business operations experience. Currently provide virtual bookkeeping services through Neon Bookkeeping, LLC, supporting small business clients with reconciliations, financial reporting, invoicing, and ongoing QuickBooks Online management. Proven ability to maintain accurate financial records, improve processes, and deliver dependable remote accounting support. Bachelor's degree in Accounting and Management with Certified Bookkeeper certification in progress.

PROFESSIONAL EXPERIENCE
Neon Bookkeeping, LLC | Remote
Owner | QuickBooks Online Bookkeeper | 01/2025 – Present
· Provide virtual bookkeeping services to small business clients using QuickBooks Online. 
· Manage full-cycle bookkeeping activities including transaction categorization, reconciliations, accounts payable, accounts receivable, invoicing, and expense tracking. 
· Prepare and review monthly financial reports including Profit & Loss Statements and Balance Sheets. 
· Perform QuickBooks Online setup, account cleanup, chart of accounts maintenance, and bookkeeping catch-up projects. 
· Collaborate remotely with business owners to improve financial organization and bookkeeping workflows. 
· Successfully onboard and currently maintain ongoing bookkeeping services for active small business clients. 
Infrared Testing, Inc. | Chicago, IL
Accounting & HR Manager | 03/2017 – Present
· Manage full-cycle bookkeeping operations including A/P, A/R, invoicing, cash receipts, account reconciliations, and expense management. 
· Prepare financial reports and assist leadership with budgeting, forecasting, and financial analysis. 
· Conduct monthly bank and credit card reconciliations to ensure accuracy and compliance. 
· Support payroll administration, employee onboarding, personnel records, and HR operations. 
· Supervise daily office functions and support a team of 10–13 field technicians. 
· Promoted to Accounting Manager based on strong performance, leadership, and operational contributions. 
Law Office of Arnold Scott Harris | Chicago, IL
Team Lead / Account Representative | 02/2010 – 01/2017
· Led, trained, and mentored team members while consistently exceeding collection and performance goals. 
· Awarded Top Collector for six consecutive months, surpassing quarterly collection goals by more than $150,000. 
· Resolved escalated account issues and negotiated payment arrangements with clients. 
· Performed quality reviews and maintained accurate account documentation and reporting. 
· Implemented process improvements that enhanced productivity and revenue generation. 
Glen Ingram & Co. | Chicago, IL
Accounting Assistant | 03/2001 – 09/2007
· Performed daily bookkeeping functions include accounts payable, accounts receivable, payroll processing, and account reconciliations. 
· Prepared journal entries, assisted with month-end close activities, and maintained financial records. 
· Assisted with financial statement preparation, non-profit audits, and tax return support. 
· Supported multiple accounting functions while maintaining accuracy and compliance. 

EDUCATION
Robert Morris University
Bachelor of Business Administration (BBA)
Dual Concentration: Accounting & Management | 2016

CERTIFICATIONS
Intuit QuickBooks Online ProAdvisor | Certified Level I | 2025
American Institute of Professional Bookkeepers (AIPB)
Certified Bookkeeper | 08/2026

