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Summary
Seeking a challenging position in the Accounting field with growth potential and the opportunity to utilize and enhance my skills
Skills
	· Excellent organizational and communication skills: written and verbal
	· Proficient in Microsoft Office

	· Strong attention to detail and work well with minimal supervision
	· Effective analytical and creative problem solving

	· Ability to handle stressful and difficult situations in a professional manner
	· Commitment to team environment dynamics


Experience
Fiscal Services Technician 	 04/2017 to Current 
South Monterey Joint Union High School District – King City, Ca
Process budget transfers, ASB Accounting, reconciliation of Bank Statements, attendance reporting, process payments to vendors after verifying appropriate documentation of packing slips, collect and provide information between school sites and District Office to support purchasing and accounts payable, update inventory records, account and post financial transactions for various departments, maintain work order system, including scheduling jobs, cost management and journalizing expenditures to appropriate accounting areas, 1099 Reporting
Tax Preparer 	 01/2008 to Current 
Pronto Dollars 
Preparation of Legal Documentation regarding Family Law Cases, Notary Public, Notary Signing Agent, Income Tax Preparer, Accounts Payables, Accounts Receivables, Bank Reconciliation
Travel Customer Relations Representative/ Growth Specialist 	 10/2015 to 03/2017 
AmeriGas Propane – Watsonville, CA
Provide a high level of over-the-phone and in-store customer service to AmeriGas clientele, both residential and commercial, establish strong rapport and trust with customer to effectively resolve customer issues and concerns regarding propane deliveries, process propane orders, schedule service work orders, promote sale opportunities that benefit company and customer, accurately collate all delivery date from routes into SAP system  and billing customers, present sales/growth data to staff using power point, train employees on software, month end closing, payroll
Staff Accountant 	 07/2011 to 11/2011 
Meyer Trucking, LLC 
· Reconcile bank statements for general, payroll, and health benefit accounts, general ledger entries, analyze and prepare quarterly fuel reports and expenses, billing and invoice processing.
Shipping Clerk 	 01/2007 to 06/2008 
Fresh Express – Bakersfield, CA
· Process invoices for payment, obtain proper approvals for invoices, resolve issues with vendors, heavy data entry, answer phones, invoice research, reconcile A/P statements, invoice coding, check run and filing responsibilities, mail pickup & distribution.
Office Manager 	 08/2005 to 06/2006 
Mega Trucking, LLC 
· Accounts payable, accounts receivable, review daily fuel cost expenses, generate profit and loss reports, supervise office personnel, manage daily office operations, payroll, expense reports, dispatching.
Shipping Clerk 	 01/2000 to 01/2004 
Wm. Bolthouse Farms 
· Billing, invoicing, creating custom paperwork for export goods, inventory, dispatching, customer service, produce daily production reports, assist in distribution logistics, responsible for organizing and preparing future sales orders.
References
References Furnished Upon Request
Education
Associate of Applied Science: Legal Studies 
Heald College Salinas - Salinas, CA
