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Accountant 
Eager, reliable, experienced accounting professional that would be an asset to any business due to being a quick learner, and eager to master concepts. Enjoy using technology to make processes timelier and more efficient; possess advanced Excel skills. Enjoy helping people and wearing many hats; passionate about assisting small businesses Serve as a trusted team player with interpersonal savvy; enjoy working with coworkers towards achieving a common goal. Now seeking a position within a company that offers opportunities for growth. 
Areas of Expertise
Customer Service, Bilingual (English/Spanish), Interpersonal Communication, Team Player, Resource Allocation, Goal Setting, Adaptability, Flexibility, People Person, Time Management, Multitasking, PivotTables, HLOOKUP, VLOOKUP, MS Office, QuickBooks Online/Desktop, TeamViewer, QuickBooks Online, Bank Reconciliations, Financial statements.
Experience 
                                                                                       Tax Associate-KSDT CPA 01/2022-Present 
*Merged with KSDT from a previous role at Porges, Eisenberg & Levine, CPA as a Staff Accountant*
· Perform Bank reconciliations on Checking, Credit Card, Savings & Endowment accounts.
· Reconciliation of Intercompany transactions. 
· Ad-Hoc Reporting
· Power of Attorneys to contact IRS on the client’s behalf.
· Accounts Receivable and Accounts Payable for various clients.
· Work alongside the Audit Department to assist with Non-Profit client tax work.
· Preparing Journal Entries for adjustments, reversals, and Equity rollover at beginning of the year to adjust books to tax.
· Review work for Staff Accountants & Interns
· Financial Statement report preparation and Analysis
· Perform compilations for clients when requested by the bank in instances when the client is requesting a loan.
· Process Sales and Use tax returns for clients in various states. 
· Perform payroll for clients and submit Quarterly and annual returns to the IRS as well as make withholding payments on the EFTPS site. As well as using EFTPS Batch Software to submit payments for clients with several entities. 
· Enroll payroll clients with EFTPS.
· Meet with clients in the office or via Microsoft Teams/Zoom to discuss financials or tax planning. 
· Full-Charge Bookkeeping
· Perform Tax returns using UltraTax Software (990,1120s,1040,1065,5500)
· Experienced Using QuickBooks Desktop and Online.
· Perform Manual data entry in QuickBooks when the client is unable to provide login credentials to the bank. 
· Train interns & New Hires with QuickBooks & Bookkeeping tasks as well as review their work. 
· Assisting with Miscellaneous tasks as needed.
· In charge of the Non-Profit Department accounting and tax work; Assist the tax director in organizing the Non-Profit Dept, contact clients for open items, perform any bookkeeping/accounting tasks, E-file 990 returns, collaborate with the Audit team to complete tax returns and assist clients that have had their Exempt status revoked, and other related tasks. 
· Used Office Tools Management system for billing and time entry.
· Attended recruiting events with HR Director at the following schools: UM, FIU, FAU, and NOVA. Successfully recruited candidates for the tax Dept and leadership program. 
· KSDT acquired clients from BDO in Israel, I was brought in to oversee a list of Israel clients for the Sales tax and Bookkeeping work, as well as train a newly hired bookkeeper on the Sales Tax procedures. 
· Used Microsoft Excel to complete V-lookups, Pivot Tables, If-functions, and Workpapers.
· Trained in Oracle, NetSuite. 
                                                           Accounting Specialist-Gutierrez Morales-Perez & Associates CPA 02/2021-12/2021
· Bank reconciliations
· Journal Entries
· High-Level Reviews
· Financial Statement report preparation and Analysis
· Completing Workpapers
· Paying Florida Sales tax (Monthly & Quarterly)
· Assisting with incorporations and amendments 
· Client communication through phone and email
· Assisting with Clean-ups
· Client meetings, in-person and through zoom
· Accounting on QuickBooks Desktop & Online
· Data Entry
· Work with clients from various industries 
· Assisting with misc. tasks as needed
Remote Bookkeeper/assistant | JA AUTO BODY, INC., 2016 – 2022
· Act in an office administration role to coordinate customer service efforts; multitask and work well under pressure to ensure all processes run seamlessly. 

· Handle bookkeeping (Credit card and Bank Reconciliations, paying monthly sales tax, Quarterly reports, etc..) using QuickBooks Online
· Assist employees in gaining certifications for their respective position.
· Modernized the bookkeeping system by transitioning to the now-used cloud system, QuickBooks Online
· Use MS Excel to develop spreadsheets that simplify processes and cut down on paper use.
· Proved to be vital in landing a contract with a new fleet management company; contacted the organization, pitched services to them, filled out all the necessary paperwork, and made all necessary adjustments to be approved as a partner shop.  
· Assisted the business in gaining gold status certification through I-CAR

· Handle 401k and Payroll issues.
Virtual Assistant | CREW TRANSPORT, 2014

· Operated in a temporary assignment role in Puerto Rico to coordinate logistics with the help of MS Excel
· Reviewed schedules sent by the Owner to schedule flights picked up for the month.
Project Coordinator/Customer Service Rep. | INSTALLATION CONCEPTS INC., 2010 – 2013 
· Oversaw bookkeeping including monthly inventory, billing, and serving as an Assistant for the in-house Accountant.
· Coordinated general office duties, using MS Excel to organize and calculate staff payroll. 

· Sold excess inventory using an advertisement website, thus generating revenue.
· Scheduled jobs with site managers at Regus, Bank of America, and Verizon using time management savvy.
· Acted in a Project Coordinator capacity to coordinate projects and installs at Regus, Verizon, and BOA 
· Made sure all permits were ready and all furniture was received prior to scheduling. 
· Was placed in charge from start to finish as the point of contact throughout the project.
Also worked as a Customer Service Representative for MDU Communications from 2006 – 2008. 
Education & Training
Bachelor of Science, Accounting, Western Governors University, 2018 – November 2022
Associate of Applied Science, Accounting, Ashworth College, 2018
Certified Bookkeeper, American Institute of Professional Bookkeepers 
XERO Certified, 2020

