
Madison Caro
13221 Leyden St
Thornton, CO 80602
720-616-3463
Mattie723@hotmail.com


Office Manager for an Accounting & Tax firm with 6+ years experience looking to get back in the work force. 
_____________________________________________________


PROFESSIONAL EXPERIENCE

Hartfield, Sonnier & Johnson, Arvada, CO
Office Manager August 2008-April 2015

Schedule and coordinate appointments for the partners as well as colleagues. Greeting clients, answering phone calls and making sure all clients had everything they need including but not limited to answering questions and taking information.  
Plan company events and luncheons.
Maintain client files with up to date information, paper and digitally. As well as improving organization procedures saving time and money. 
Processing and preparing tax returns. Inputting information for new clients and building new files.
Research on IRS rules and regulations regarding tax law. 
Knowledgeable in ProSeries, QuickBooks, Excel spreadsheets, Microsoft Word and Outlook.
Ordered all supplies and maintained any needs the building needed.

EDUCATION

American Real Estate College, Wheat Ridge, CO
Real Estate License

Studied contracts, recorded keeping and tax advantages of owning properties.
Learned rules and regulations on client, professional procedures.    
Incurred a better understanding for accounting debits and credits through learning closing statements. 

Additional Skills 

Time management with attention to details
Decision and problem solving under pressure 
Commutation skills with a focus on customer service


