Shyna Antwi
Bookkeeping Professional
(832) 291 - 4088
shynajantwi@gmail.com
Austin, Texas 

CERTIFICATIONS AND SKILLS

QuickBooks Online certified, over 4 years of bookkeeping experience, multi-client management, self-motivated, detail-oriented, disciplined with time management, Microsoft Word & Excel

Experience

Nov 2023 – Present	Full-cycle Bookkeeper
Blanket Bookkeeping 
· Directed full-cycle bookkeeping operations for multiple business clients, ensuring GAAP-compliant financial reporting, seamless month-end close processes, and adherence to federal, state, and municipal tax filing requirements
· Oversaw comprehensive bank and credit card reconciliations, implemented adjusting journal entries, and optimized workflows in QuickBooks Online to streamline data accuracy and reduce month-end close
· Prepared and maintained fixed asset depreciation schedules in alignment with GAAP standards, recording monthly depreciation journal entries to ensure accurate financial reporting and compliance.
· Administered payroll processing in QuickBooks Payroll, ensuring compliance with wage and hour regulations, while also preparing and filing 1099s
· Prepared and tracked invoices payable and receivable
· Produced and delivered tailored monthly financial statements, budgets, and performance insights, serving as a trusted advisor to clients by translating financial data into actionable business strategies
Aug 2021 – Sep 2023	Bookkeeper
Galveston Golf Carts
· Manage and maintain all financial records for the business in QuickBooks Online, ensuring accurate data entry and transaction tracking
· Processed accounts payable and receivable, ensuring timely bill payments and collections
· Process bi-weekly payroll for 12 employees through QuickBooks Payroll
· Ensured adherence to financial regulations and Generally Accepted Accounting Principles (GAAP) in preparation for potential audits

Education

May 2021	The University of Texas at Austin
BA in Human Resources Management, 3.96 GPA 

