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Maria R.

Certified Bookkeeper & Accounting Professional

SUMMARY

Certified Bookkeeper and Magna Cum Laude graduate with experience in financial reporting,
reconciliations, and tax preparation. Skilled in streamlining workflows through accounting and
donor management systems, with a strong foundation in customer service and client relationship
management. Recognized with multiple academic and leadership awards, and committed to

continuous process improvement and professional growth.

HIGHLIGHTS

3+ years’ accounting experience at Global Accounting, handling journal entries,
reconciliations, AP/AR, expense tracking, tax filings, and month-end closings using
QuickBooks and NetSuite.

Proficient in Bill.com, Expensify, Keeper, AppFolio, Asana, Stripe, Square, and donor
management platforms (CharityProud, Little Green Light, Bloomerang, etc.).

Assisted in tax preparation and compliance (W-2, 1099, 990 filings).

Experience in sales operations, including client consultations, contracts, invoicing, and
secure payments.

Strong academic record: Magna Cum Laude, Outstanding Accountancy Student, SM
Foundation Scholar.

CORE SKILLS

e Accounting & Finance: Journal Entries, AP/AR, Bank & Credit Card Reconciliation,
Expense Analysis, Financial Reporting

e Tax: W-2, 1099, 990 Preparation & Filing

e Software: QuickBooks, NetSuite, AppFolio, Keeper, Expensify, Bill.com, Stripe, Square

e Productivity & Collaboration: Google Workspace, MS Office, Asana, JustCall, Zoom, Front

e Donor Management: Planning Center, CharityProud, Little Green Light, Reach, Network for
Good, Giving Fuel, Bloomerang

e Soft Skills: Analytical Thinking, Client Relations, Team Collaboration, Adaptability

TOOLS & CERTIFICATIONS
e Certifications: QuickBooks Certified ProAdvisor, NC Il Bookkeeping (TESDA), NC II

Contact Center Services (TESDA)
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