Kaylie J. Nix
Phone (832)704-0704
E-Mail kayliejay11@yahoo.com


Career Objectives
Seeking a challenging career with a progressive organization which will utilize my current skills, abilities and education in an office environment, and also allow for the opportunity for advancement.

Work History

Cajun Enterprises LLC., Sugar Land, Texas
Bookeeping / Office Manager Oct 26, 2007 - Dec 15, 2012

My duties included performing any combination of routine calculating, posting, and verifying duties to obtain primary financial data for use in maintaining accounting records. May also check the accuracy of figures, calculations, and postings pertaining to business transactions recorded by other workers organizing invoices and entering them into the companies software system in order by date completed, receiving and inputting payments from customers applying them to the correct invoice while also making sure the amounts were matching, also calculating monthly sales taxes and, employee taxes each month. I also made bank deposits, reconciled each account every month and calculated payroll for all employees each week.

Outdoor Environments LLC., Houston, Texas
Office Manager May 05, 2006 - Jun 16, 2008

My duties for this position included but, were not limited to the following, making the employees schedule week by week making sure that each particular job had the correct work crew with the rite materials for that customer. I also made each crew leader aware of the clients address and work order. Each week I also calculated the amount of labor and material we had invested on each job, which ultimately helped me gather which employee was at which job and, for what period of time so that I was able to correctly calculate payroll for each employee. As each individual job was completed making sure that each hour of labor, each piece of material was accounted for so that the total cost of what the business spent on the job was always under what the job was originally bid at. Each day at the opening of the business and, at closing I was responsible for reconciling and making sure that the companies books were balanced correctly, I also handled account receivable and accounts payable so to make sure we were receiving payments on time and, paying monthly bills in a timely fashion.

Dr. Bellan & Bond and Assoc., Houston, Texas
Front Desk Jan 05, 2003 - Apr 26, 2006

Each morning included unlocking all doors to the establishment on time, making sure the rooms were sanitized and, neat for patients I also greeted and, checked each patient in, verified all there information was correct from there last visit such as phone numbers, E-mail addresses and, home addresses verified insurance ( if need be ) and, collected payments also checked out each patient by making sure they had payed there co-pay or the amount of the visit they were responsible for and, then entering in the bill with any diagnosis codes as well. Opening the books each morning was also my duty which meant that the previous days amount were reconciled and the numbers matched. At closing each day I had to balance the books for both doctors.

Occupational License or Certification
Quickbooks User Certification Certificate Certification Expires: Sep 28, 2014
Quckbooks Inc., Houston, Texas
Driver's License
Class C - Standard Driver's License
