328 W Hawthorne Street, Milliken, CO 80543 - PHONE (970) 301-2816
J E N N I F E R M.  KNOX
OBJECTIVE 










  
To secure a position with a company where I can utilize my skills in a team environment.
SUMMARY OF QUALIFICATIONS







· Highly organized and detail oriented individual.

· Known for warm personality and has a passion for learning new skills. 

· Proficient in QuickBooks Pro and QuickBooks Premier.

· Broad based understanding of computers and has the ability to communicate with enthusiasm and clarity.
EMPLOYMENT HISTORY








Peak Innovations, Inc.



         August, 2009 - Current

Bookkeeper / Administrative Assistant

· Use QuickBooks Premier 2012 on daily basis.

· Responsible for all accounts receivable and accounts payable. 

· Answer phones and take messages.

· Process weekly payroll. Process State and Federal Payroll taxes.

· Assist with expense tracking as well as Job Costing.

· Setup and Manage inventory for equipment manufacturing.

Service Team of Professionals


         April, 2008 – July, 2009

Bookkeeper / Administrative Assistant
· Use QuickBooks Pro 2008-2009 on daily basis.

· Assist with estimates and create invoices. Deliver and email invoices.

· Responsible for all accounts receivable and accounts payable.

· Answer phones and take messages.

· Process weekly payroll. Process State and Federal Payroll taxes 

· Prepare financial and payroll reports for owner.

Molina Installation Services


      August, 2004 – November, 2008

Bookkeeper / Administrative Assistant
· Use QuickBooks Pro 2008 on daily basis.

· Assist with estimates and create invoices. Deliver and email invoices.

· Responsible for accounts receivable and accounts payable.

· Make travel arrangements for jobs out of state. Prepare maps and directions.

· Process weekly payroll. Process State and Federal Payroll taxes.

Life Care Center of Longmont


June, 2001 – December 2004

Certified Nurse Aide

· Assist residents with their activities of daily living.

· Interacted well with people of all walks of life.
COMPUTER EXPERIENCE









· Microsoft Excel, Word, Outlook, PowerPoint, QuickBooks Pro, CheckDesigner
EDUCATION









  

· Quick Books Certification                    



       June, 2008

· University of Phoenix – Associates Degree in Accounting

       June, 2010
                    

VOLUNTEER HISTORY










· Life Kids - Life Bridge Church Children Ministry                         May, 2006 - Present 

· Hunters Hope Every Step Walk Organizer & Committee Lead March, 2011 - Present

REFERENCES For Jennifer Knox 970-301-2816
· Chris Myers, Life Bridge Christian Church, Longmont CO - 303-776-2927
· Cyndi Finkenbinder CPA, Alpha Omega Accounting, Johnstown, CO 970-587-5587 

· Kathleen Scott, Hunter's Hope, Camarillo, CA 805-445-8822

· Lou Molina, Molina Installation Services, Johnstown, CO 970-587-9615

· Rosemary Sergeant, Life Bridge Christian Church, Johnstown, CO 970-744-8019
