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Jeanette M. Donizio

5290 Longs Peak Street Brighton, CO  80601	    (720)256-3056		            Jdonizio@gmail.com

PROFESSIONAL SEEKING AN ACCOUNTING POSITION WHERE MY EXPERIENCE CAN  BE FULLY UTILIZED TO PROMOTE THE FINANCIAL HEALTH OF THE ORGANIZATION



The Ross Management Group                                                                                                       2005 - Present	                                                       
Accounting Manager
· Reconciles rent postings to monthly gross potential rent, reviewing the tenant accounts receivable, project rent increases at lease renewals, reconciliation and review of all charges, fees and all other adjustments to rent rolls
· Manage accounts payable, approve all vendor payments, and prepare 1099’s
· Work with over 14 different auditors and prepare over 32 audits a year
· Maintain over 200 bank accounts and monthly reconciliation’s
· Prepare quarterly reports for mortgage companies and investors
· Maintain online banking access i.e scanners, users, and passwords
· Responsible for setting and achieving internal controls within the organization
· Responsible for training all new employees and monthly training within the Yardi database
· Prepare all new Yardi training manuals
· Implemented Yardi Payroll system
· Process monthly payroll for over 65 employees and prepare W-2’s and W-3’s at year end 
· Prepare all monthly financial statements for over 25 different owners
· Prepare annual budgets
· Assist outside companies to implement accounting and internal controls. 
· Responsible for maintaining  Yardi Voyager and Enterprise software
· New user password and menu sets to ensure internal controls are in place
· Set up section 8, conventional, and tax credit properties
· Maintain and set up charts of accounts
· Customize reports that work for each individual owner
· Complete and test all new upgrades 
· Troubleshoot glitches and errors 
· Maintain the work order module
· Set up and maintain the budget and forecasting module
· Set up and maintain user dashboards
· Set up managements report scheduler
· Set up and maintain bank accounts 
· Maintain yardi lease flow reports and errors
· Customize Yardi to meet Ross Management Group internal conrols
· Maintain the Affordable database with new upgrades and installs
· Implemented Waitlists
· Maintain the PO module

Affordable Residential Communities                                                                                            1995 - 2005
Fixed Asset Manager/Project Accountant/Cash Assistant/Accounts Payable Technician
  •   Assisted the company in the IPO
•	Prepares quarterly audits for PP&E
•	Records monthly closing journal entries
•	Lead tester in Oracle implementation for all modules to ensure a smooth transaction of data and streamlining        Yardi uploads into Oracle 
•	Implemented rental unit tracking system to account for the occupancy and costs associated with each rental unit.  Track over 10,000 rental unit's in Oracle Data Base
•	Maintain fixed asset module for over 320 mobile home parks having over 60,000 assets. Includes tasks creating assets, reclassifications between companies, depreciation for GAAP and tax books, reconciliation with general ledger and troubleshooting issues
•	Responsible for tracking asset physical location and value for property tax returns.
•	Makes final decision on all capitalization transactions.
•	Responsible for the set up of new vendors, purchase orders, and corporate acquisitions.
•	Compile property tax and capital expenditure information from escrow accounts on a quarterly basis
•	Ensure property taxes are paid on time for over seven thousand parcels in several states
•	Records asset dispositions and associated revenue
•	Record inter-company transactions
•	Reconcile monthly bank accounts

Denver Municipal Federal  Credit Union 	  1996-1998
Accountant
•	Prepared and maintained general ledger accounts and sub-ledgers
•	Reconciled transaction activity involving ACH, Visa Debit Card, daily wires, member and cashier check, investment and income from investment
•  · Initiated all adjusting entries prior to the compilation of the financial statements
•	Assisted with opening, closing, and the month end processing of computer operations
•	Processed City & County of Denver payroll and small employee pay groups




EDUCATION/PROFESSIONAL TRAINING

    Yardi – Over 120 Hours CPE Training                                                 
 Occupancy Specialist                                                                                                                                               2006
Credit Union League Accounting 	 1997
     Parks College – Associates in Accounting                                                                                                    1994-1997


