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Detail-oriented professional with substantial experience delivering comprehensive administrative support, office management, bookkeeping/payroll, and customer service.
· Expertise in accounting, payroll management, reports creation, and database management.
· Adept at planning and managing operational and administrative functions, fostering a productive work environment to enhance office efficiency.
· Well-versed in delivering exceptional customer service to secure positive client experience and optimal satisfaction.
· Proficient in managing and delivering projects from inception to completion on time, within budget, and to client specification.
· Innate ability to coordinate with cross-functional, diverse teams to achieve collective goals and shared vision.
· Strong communication (written and verbal), interpersonal, organizational, presentation, multitasking, time management, and problem-solving skills, capacity to building robust relationships with stakeholders, senior executives, and clients.
Education & Certifications
Bachelor of Arts, Business Management/Project Management, 2015
Notary Commission, State of California, 2022
Substitute Teaching Permit, California Commission on Teacher Credentialing, 2025
Technical Proficiencies
Microsoft Office Suite, including PowerPoint
Google Office Suite
QuickBooks/Childcare Manager/Deltek Ajera 
Payroll Processing/Tax Compliance (Quickbooks & ADP)
Payroll Reporting & Reconciliation
SAP/Data Warehouse / Business Warehouse
Inside Sales/Customer Service
Monday/Slack/Salesforce
Realist / MLS / SFREP
Remote work facilitation using Zoom, Zoom Webinar, and Microsoft Teams
Career Experience
Bargas Environmental Consulting, Sacramento	June 2024 – June 2025
Bookkeeper/Payroll Specialist (Contract)
Conducted meticulous reconciliations of bank and card statements for multiple accounts, identifying discrepancies and resolving them promptly. Accounts receivable and Payables processed through Ajera. Resolved payroll errors and ensured accurate processing of payments for federal and state taxes, as well as social security contributions. Managed bi-weekly payroll operations (ADP), including employee payments, deductions, and compliance with regulatory requirements.
Processed Accounts Receivable ($125K/mo) & Accounts Payable ($75k/mo) invoices, ensuring 100% payment accuracy and on-time payments.
Distinguished for exceptional customer service, exceeding satisfaction goals and receiving positive feedback.

Herringer Estates Winery/River City Staffing, Sacramento	May 2024 – June 2024
Bookkeeper/Payroll Specialist (contract)
Conducted meticulous reconciliations of bank and card statements for multiple accounts, identifying discrepancies and resolving them promptly. Accounts receivable and Payables processed through Quickbooks. Resolved payroll errors and ensured accurate processing of payments for federal and state taxes, as well as social security contributions. Managed weekly payroll operations of 50+ employees (Quickbooks), including employee payments, deductions, and compliance with regulatory requirements.
Processed Accounts Receivable ($75K/mo) & Accounts Payable ($30k/mo) invoices, ensuring 100% payment accuracy and on-time payments.
Distinguished for exceptional customer service, exceeding satisfaction goals and receiving positive feedback.

El Rancho School, Carmichael, CA	Aug 2022 – Oct 2023
Bookkeeper/Payroll Specialist (contract)
[bookmark: _Int_NzVJ2kMk][bookmark: _Int_PYa4Ouaw][bookmark: _Int_AHwOejCx]Developed and delivered precise monthly, quarterly, and annual profit & loss statements and balance sheets, consistently meeting deadlines and ensuring financial data integrity. Conducted meticulous reconciliations of bank and card statements for multiple accounts, identifying discrepancies and resolving them promptly. Resolved payroll errors and ensured accurate processing of payments for federal and state taxes, as well as social security contributions. Managed bi-weekly payroll operations, including employee payments, deductions, and compliance with regulatory requirements.
[bookmark: _Hlk177373021]Processed Accounts Receivable ($50K/mo) & Accounts Payable ($25k/mo) invoices, ensuring 100% payment accuracy and on-time payments.
Distinguished for exceptional customer service, exceeding satisfaction goals and receiving positive feedback.
[bookmark: _Hlk164592132]Stern Real Estate Services, Sacramento, CA	Mar 2018 – Aug 2023
Office Manager
Oversaw and scheduled a comprehensive range of property inspections (25+/mo), ensuring timely and efficient completion of appraisal activities. Coordinated appraisal tasks and activities, offering crucial support to the supervisory staff appraiser and contributing to the overall appraisal process. Other duties include but not limited to Accounts Receivable & Accounts Payable processing, Credit Card and Bank Reconciliation. 
[bookmark: _Int_jEbfqCfo][bookmark: _Int_iVV89TxH]Demonstrated proficiency in property inspections, including thorough research, meticulous data entry on appraisal forms, and detailed analysis to formulate accurate opinions of value. 
Utilized expertise in data analysis and interpretation to assess property characteristics, market trends, and comparable sales data.
Collaborated with team members to gather and synthesize relevant information, contributing to the development of well-informed and defensible property valuations.
Coordinate sales activities with the regional company management and local teams, ensuring that Airgas and all strategic account locations are adhering to contract commitments.





AIRGAS, USA, Sacramento, CA	July 2006 – Mar 2018
Regional Account Manager, National Accounts
[bookmark: _Hlk177372807]Provided support to leaders from 13 regional companies across the US. Addressed strategic account customers' issues and concerns, including contract queries, inventory management, audits, and quarterly reviews. Reported directly to Strategic Accounts Manager and Regional President. Collaborated with sales leaders and account managers to plan and target business opportunities, implement cost-saving strategies, and provide sales support. 
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