@ Maureen Carey

18305 Godden Lane,
Memphis, TH 38000
maureenC@email.com
(901) 234-5678

Detail-oriented and organized accounting protessional with more than nine years of
experience supporting companies with mare than 5100 million in annual sales.
Collaborated with executives on manth- and year-end closings and tax preparaticn
processes. Streamline the AR/AR/Payroll process for sales staff and regularly audited the

processes to ensure company compliance.

Professional Experience

Accounting Clerk I
Fortune Liguar and Spirits, Inc., Memphis, TN December 2015 - Present

Prepare commission for national and internaticnal staff

L

®  Auditexpense reports for all employees

®  Enter general ledger and non-inventory A/F invoices in the system
L ]

Verify, reconcile, and prepare business documents for yearly tax reparting with
senior finance staff

Assistant Bookkeeper
Davey's Supermarket, Memphis, TH September 2012 - November 2015

® Verified transaction details, including billing and receiving
®  Banked cash and checks

®  Billed waork orders and assisted with payroll

L ]

Reconciled bank records and got them ready for tax preparers

Education

Associate of Arts in Accounting
University OF Memphis, Memphis, TH
January 2010 - December 2012

Bachelor of Science in Accounting
University OF Memphis, Memphis, TH
January 2014 - December 2017

Key Skills

®  AR/ARFayroll

®  Bank account management

®  Attention to detail

®  Proficient in popular accounting

platfarms, including Intuit
QuickBooks and Sage Accounting

®  Written and verbal communication
Certifications

®  (Certified Tax Preparer #PATER4321
®  Certified Payrall Professional

®  (Certified Public Bockkeaper



