Resume of: Jane Nakazibwe
Page 2 of 2


Jane Nakazibwe
(Pronounced: nak-a-zibway)
932 S Crystal Way Apt # 6-307
Aurora, CO 80012
(720) 309 - 3237
njane124@yahoo.com

FULL CYCLE ACCOUNTING - ACCOUNTS PAYABLE – ACCOUNTS RECEIVABLE

SUMMARY
A recent graduate in Accounting with a strong understanding of general accounting principles, financial reporting systems and banking procedures.   An entry level accounting professional with a good background in full-cycle accounting, month-end financials, payroll and general bookkeeping.  A sound knowledge of statistical and mathematical applications, an excellent eye for detail with strong listing skills and a good sense of humor.   An in-depth knowledge of filing tax returns and federal tax laws, recognized by clients for exceptional attention to detail, customer service and follow-through; with strong skills in:  
· QuickBooks (utilized in support of general accounting applications including custom invoices, tracking payments to employees, filing tax reports, managing expenses, storing and tracking sales information on customers.)
· MS Excel (performed at the advanced level, and utilized to determine the breakeven for projects, developing corporate budgets, managing data records and client listings.)
· MS Access databases (several applications utilized to invoice customers, tracking inventory, and developing statistical profiles on consumer preferences.)


EDUCATION

Bachelor of Science in Accounting, graduated December 2010
Metropolitan State University of Denver, Denver, Colorado
· Accounting Students Organization – Active Member


GENERAL ACCOUNTING EXPERIENCE

Tax Preparer, December 2012 to April 2013
Jackson Hewitt, Aurora, Colorado
[bookmark: _GoBack]During the 2013 tax season, working directly with personal clients, with responsibilities including:
· Preparing over 125 personal individual income tax returns, 
· Responding to client inquiries regarding the tax code, tax credits and allowable deductions, 
· Advising clients of the available investment strategies to minimize their tax liability, and; 
· Assisting clients about legal issues, tax amendments and payment plans. 


General Accounting, May 2011 through May 2012
Accountemps, Englewood, Colorado
Assigned to provide key accounting supporting clients in the legal field and the household chemical industry for account reconciliations and journal entry responsibilities.   Other responsibilities for this client included the following:
· Updating and maintaining journals, ledgers and records detailing financial business transactions,
· Compiling client data and preparing a variety of reports for marketing publications, and;
· Reconciling company credit account statements, charging expenses to appropriate accounts.

Tax Preparer, December 2011 to April 2012
Jackson Hewitt, Aurora, Colorado
During the 2012 tax season, working directly with personal clients, with responsibilities including:
· Preparing over 150 personal individual income tax returns, 
· Responding to client inquiries regarding the tax code, tax credits and allowable deductions, 
· Advising clients of the available investment strategies to minimize their tax liability, and; 
· Assisting clients about legal issues, tax amendments and payment plans. 

Bank Teller, February 2009 to May 2011
Wells Fargo, Aurora, Colorado
Responsible for building strong rapport our customers, cross selling additional products and services, performing teller transactions in accordance with all company policies and procedures, balancing a cash drawer, opening new accounts and all other services relating to banking operations.
· Trained new tellers on banking system.
· Handled vault, safe-deposit, ATM and night-drop activities.
· Assisted customers with opening new accounts. 
· Informed customers about various bank products.

Tax Preparer, December 2010 to April 2011
Jackson Hewitt, Aurora, Colorado
During the 2011 tax season, working directly with personal clients, with responsibilities including:
· Preparing over 200 personal individual income tax returns, 
· Responding to client inquiries regarding the tax code, tax credits and allowable deductions, 
· Advising clients of the available investment strategies to minimize their tax liability, and; 
· Assisting clients about legal issues, tax amendments and payment plans. 

Other Employment History:

Certified Nursing Assistant, July 2010 to present
Garden Terrace Nursing Center, Aurora, Colorado 
· Providing personal care to patients
· Training and supervise new hires
· Providing customer service
Certified Nursing Assistant, November 2006 to February 2010
Best Care Inc., Englewood, Colorado
· Providing personal care to patients
· Training and supervising new hires
· Take clients to doctor’s appointments

Language Skills:  
Fluent in English; conversational in French and Luganda
