Maria Del Rocio Molina

38569 N. Sheridan Rd Lot #487
Beach Park, IL 60099

mariadelroc2015@gmail.com

(224)772-3243

CAREER OBJECTIVE

A career in the accounting field which would involve applying principles of accounting to analyze and prepare financial information and reports.

EDUCATION

· University of  Guanajuato; Celaya, Guanajuato, México.

Bachelor of Science Degree in Accounting (September 1986-May 1990).

· H&R Block Income Tax Certificate; Chicago, IL (September 2002- December 2002).

· Saint Augustine College, Chicago, IL. 

Associate Degree in Accounting (August 2008 to May 2010).     

WORK EXPERIENCE
Salud Natural Entrepreneurs, Inc., Zion, IL (Feb 2012 to Sept 2015) 

ACCOUNTING CLERK 

Responsible for performing a wide range of general accounting support functions within the organization.  

Duties:  

· Provided accounting support to the Accountant. 

· Keep up to date and recorded travel expenses of managers.
· Pre reconcile bank accounts.
· Prepared bank deposits. 
· Recorded checks received from clients. 
· Determined employees’ working hours to process payroll information on weekly basis.
· Posted customer invoices to the accounts system.
· Assisted with monthly inventories to Puerto Rico branch. 
· Check calculation of commissions for salespeople,
· Reviewed Inventory records of Puerto Rico Warehouse and salespeople.
· Used of Quickbooks Software for accounting & Payroll,

El Milagro, Inc.; Chicago, IL (June 2009-May 2010)
· Accounts Payable 
SRA Scrap Metal, Inc.; Chicago, IL (July 2008-Oct 2008) 

· Prepared and mailed out invoices daily.

· Assisted with processing payments.

· Handled delivery queries.

· Handled cash and deposit bank activities
Small Business Controller Office CORP; Chicago, IL (August 2000 - March 2008)

· Monthly compiled and  reviewed documents to prepare entries to accounts such as general ledger. 

·  Investigate  and corrected errors and inconsistencies in  entries, documents, and reports.

· Analyzed financial information detailing assets, liabilities, and capital, and prepared balance sheets, profits and loss statements, and other reports.
· Collected appropriate data and prepared federal, state, and local reports and tax returns for small corporations, partnerships, and individuals, mostly in the Hispanic commercial community.

· Monitored compliances with generally accepted accounting principles and company procedures.
· Used of One Write Plus for accounting & Excel.
REFERENCES  

Available upon request.
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Beach Park, IL

This letter is to express my interest in the accounting positions listed . Based on my skills and working experience in accounting, I deeply believe that they match your company’s needs.  

When I graduated in 1990 from the University of Guanajuato, Mexico, I worked for 3 different industrial companies in Mexico.  Years later, I decided to establish my own accounting office in my hometown (Celaya, Guanajuato). Since I came from Mexico, I started working in Small Business Corporation Office.  My main duty was assigned to work with Hispanic corporations and customers since Spanish is my first language.

Presently, I live in Beach Park . I will be taking more English classes to refine my English pronunciation. If you want to meet me to talk about my skills , I will be more than happy to do so.

Thank you

Maria Del Rocio Molina

