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Professional Summary
Detail-oriented and highly organized bookkeeper with 2 years of experience managing financial records, reconciling accounts, and supporting accurate financial reporting. Proficient in QuickBooks, Microsoft Excel, and payroll processing, with a proven ability to identify discrepancies and streamline processes. Adept at collaborating with teams to ensure compliance and support financial decision-making. Dedicated to maintaining accuracy and meeting deadlines to contribute to organizational success.

Professional Experience

Bookkeeper, Greenfield Solutions
Austin, TX, SFebruary 20XX – Present
· Reconciled bank and credit card accounts monthly, reducing discrepancies by 20% through meticulous attention to detail.
· Managed accounts payable and receivable, processing invoices and payments with 99% accuracy.
· Generated financial reports, including balance sheets and profit-and-loss statements, to assist management in decision-making.
· Streamlined payroll processes for a staff of 25, ensuring timely and accurate disbursements.
· Implemented a new expense tracking system, improving budget oversight and reducing manual errors.

Accounting Assistant, Silverstone Manufacturing
Dallas, TX, January 20XX – January 20XX
· Maintained the general ledger by recording daily financial transactions and reconciling discrepancies.
· Assisted in preparing monthly financial statements, providing management with clear insights into cash flow.
· Supported tax preparation by organizing and reviewing expense records, ensuring compliance with state regulations.
· Coordinated with vendors to resolve invoicing issues, fostering positive relationships and timely payments.
· Contributed to a 10% improvement in department efficiency by identifying and addressing workflow bottlenecks.

Education
Associate Degree in Accounting
Texas State Community College, San Marcos, TX | Graduated December 20XX

Certifications
· Certified Bookkeeper (CB), American Institute of Professional Bookkeepers (AIPB)
· QuickBooks Certified User

Key Skills
· QuickBooks and Sage proficiency
· Bank and account reconciliation
· Financial reporting and analysis
· Payroll processing and tax compliance
· Microsoft Excel (PivotTables, VLOOKUP)
· Attention to detail and organizational skills
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