SANDRA BACA
7041 Zuni Street
 Email: sj.baca@comcast.net
Denver, CO 80221
Cell: (720) 365–1612
SKILLS 
With over ten years experience in areas of Accounting, General Ledger, A/P, A/R, Scanning/Imaging, Data Entry, Payroll, and Personal Tax Returns.. Proficient with Microsoft Office: (Word, Excel, Access, Outlook). Detail oriented team player who possesses excellent interpersonal and communication skills. Highly motivated, recognized as being a hardworking, loyal, great team player, and a self starter. I'm able to work with information that is sensitive, and highly confidential. 
Professional Experience
The Ash Group, Denver, Colorado                                                                   2007-2009                      

Mile High United Way

Accounting/Data Entry Clerk                                                  

· Data Entry 
· Copy

· Data Base Management into Enterprise System

· Post Payments /Accounts Receivable

· Auditing

· Pledge Processing

· Filing

Workway Denver, Colorado                                                                              2006
 IKON 

Document Specialists/Data Entry
· Compare data with source documents, or re-enter data in verification format to detect errors with outstanding critical thinking skills.
· Compile, sort and verify the accuracy of data before it is entered.  Locate and correct data entry errors, or report them to supervisors.
· Maintain logs of activates and completed work.  Read source documents such as canceled checks, sales reports, or bills and enter data in specific data fields or onto tapes or disks for subsequent entry, using keyboards or scanners.
· Load machines with required input or output media such as paper, cards, and disks tapes.  Resolves gargled or indecipherable messages, using cryptographic procedures and equipment. Select materials needed to complete work assignments.  Store completed documents in appropriate locations.

Intellisource Staffing, Denver, Colorado                                                          2006 

Clerk

· Worked temporary assignment. 
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Independent Contractor                                                                                     2004-2005
Experienced completing the following forms: Forms 104, 1040, 1040 X, 4137, 8332     

8812, and Schedules C, A, and B. 

· Data Entry

· Scanning/Imaging

· A/P

· A/R

· General Ledger

· Customer Service

· Filing

· Data Base Management

· Research, Preparation of Personal Income Tax Returns 

American Truck Tax Business, Denver, Colorado                                        2005 Clerk/Caller

Collected documents and managed material needed for self employed truck drivers. Managed database which included truck drivers’ addresses, phone numbers, and comments made from the consultants.
· Prepared Self Employed truck drivers tax returns via phone conversations.

· Ensured proper forms and documents were completed and submitted in a timely manner.

· Managed and updated information from the truck drivers and the consultants on a daily basis.

· Completed all related tax forms in accordance with policies, and in compliance with legislation and regulations.
U.S. Bancorp, Denver, Colorado
                                         1993 – 2001
Transaction Processor II

· Encoding Checks and validating.
· Performed various duties to support the processing function of an assigned area                                                                           
· Reconcile Bank Statements.
· Data entry, Clerical Accounting and balancing accounts, item processing, proof, wire transfer, transaction processing.
· Managed and balanced 40 accounts within 1% of error.
· Balance Debits against Credits.

· Data Base Management

· Research, Preparation of Personal Income Tax Returns 

Education/Certificates

Accounting Clerk Certificate, Community College of Denver, Denver, CO

Tax Prepare Certificate, Jackson Hewitt Tax Services, Denver, CO

QuickBooks and MS Excel Certificate, Pueblo Community College, Pueblo, CO

Accounting Fundamental Certificate, Community College of Denver, Denver, CO






