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Offer 30+ years of accounting experience, high organizational, people and automation skills.
	
	

	
	

	
KEY SKILLS

· QUICKBOOKS PRO ADVISOR

· QuickBooks Online Certified

· BNA Tax, Lacerte Tax 

· Peachtree, Financial       Reporting 

· MAS 90 and MAS 200

· ParishSoft Accounting    Software

· Microsoft Office

· Excel, Lotus 1-2-3

· In House Accounting

· SAP

· MS Word and WordPerfect

· Accounting Seminars

· Fluent in English and Spanish 


	Experience
	
	

	MorningStar Renewal Center- Archdioceses Retreat House - 2016- Present
Office Manager, Accounting Manager – Office Manager responsible for all employees and HR related services. Coordinate with the Archdioceses of Miami to ensure that all procedures and practices regarding employees and facilities are implemented. Responsible for overseeing and ensuring the upkeep of the facilities. Ensure all appropriate contracts and documents are received to mitigate liabilities to the Retreat House. Coordinate, provide assistance, and resolve any issues that might arise with retreat groups. Accounting Manager responsible for overseeing and coordinating all areas relating to financial reporting, developing, and maintaining accounting principles, practices, and procedure; to ensure accurate and timely reporting. Activities include general ledger preparation, financial reporting, accounts payable, accounts receivable, bank reconciliation, budgeting, forecasting and all payroll and benefit related activities. Assist in development and implementation of new procedures and features to enhance the workflow. Asist in all aspects of fundraising events.
	
	Expert Bookkeeping Solutions – 2013 to 2019
Owner of a bookkeeping firm. -  Provide all bookkeeping services as required by customers. To include but not limited to download data, data entry, categorization of transactions, reconciliations, payroll and reports, budgeting, A/P, A/R, escrow management and reporting, 1099 and all year end reporting etc.
Alexos Building Systems, Inc. – Miami, FL –Sale, Production and Construction of Social Living Home Kits - 2012 to 2013
Accounting Manager responsible for overseeing and coordinating all areas relating to financial reporting, developing and maintaining accounting principles, practices and procedure; to ensure accurate and timely reports within the United States, Colombia, Peru and others. Activities include general ledger preparation, financial reporting, year-end audit preparation, accounts payable, bank reconciliation, sales taxes, and payroll related activities. Assist in development and implementation of new procedures and features to enhance the workflow of the department. Assist in budgeting and forecasting activities. Coordinate, provide assistance, and resolve any issues that might arise from the various countries’ accounting needs. Respond to VPO and country managers with reports and updates regarding financial results and needs in the various countries.



St. Louis Catholic Church Humanities Ministry. — Pinecrest, FL — Not for Profit Ministry - Head of Ministry, 2008 to 2011
In charge of all bookkeeping duties, and all financial decision making. Provided detailed financial end of year reports to Pastor. Coordinated different projects through the year, which included organizing and managing over 1,000 volunteers, overseeing the different departments and their obligations, problem solving, and providing for any needs that arose in order to make the project a success. In charge of all funds donated and the disbursement of funds to several centers that provide help for the needy in the Dade County area.  Provide for an environment that would promote the assistance of parishioners to involve themselves in the process of helping others. 
Sandra P. Kayal — Palmetto Bay, FL — CPA Firm - Accounting Assistant, 2002 to 2007
Accounting assistant in charge of accounting related services, accounts payable, data entry, bank reconciliation, sales taxes, payroll forms and taxes, and preparing financial statements for various clients.  Evaluate the integrity of data to ensure accuracy in order to facilitate end-of-year reports for the Internal Revenue Service.
CompuTrain — Cutler Bay, FL — Computer Consulting Firm - Full Charge Bookkeeper 1989 to 2017
In charge of accounting related services, accounts payable, accounts receivables, general ledger, bank reconciliation, payroll, payroll taxes, invoicing, sales taxes.  Report to accountants for end-of-year income taxes.
Title Examiners — Miami, FL — Title Insurance Firm - Full Charge Bookkeeper 1990 to 1997
In charge of accounting related services, accounts payable, accounts receivables, general ledger, bank reconciliation, payroll, payroll taxes.  Report to accountants for end-of-year income taxes.

Computerbanc — Miami, FL — Retail Computer Chain – 
Bookkeeper 1987 to 1989
In charge of accounting related services, accounts payable, bank reconciliation, sales taxes, and commissions.  Evaluate the integrity of data to ensure compliance with company policies and procedures and develop procedures to safeguard the unauthorized manipulation of sales.

Berkowitz, Dick and Kaplan, C.P.A — Miami, FL — CPA Firm – 
Bookkeeper 1986 to 1987
General Journal entries, bank reconciliations and financial reporting
Robert F. White Payroll Service — Miami, FL — Payroll Services Firm - Payroll 1985 to 1986
Process Payroll and data entry for several companies.

Alfa Data C.P.A.  — Caracas, Venezuela — CPA Firm – 
Bookkeeper 1982 to 1985
Data entry, general ledger, condo administration, bank reconciliation.

	
	

	
	
	

	



