RESUME
L. JENEANE NEELY-OSBORN


CELL PHONE: (870) 933-9696
1210 TEEKWOOD COVE





    (870) 253-3519
JONESBORO, AR  72401



e-mail: jeneane6556@gmail.com




    
QuickBooks – Payroll, payroll tax reports, accounts receivable, accounts payable, collections and bank reconciliations

Prepare & File – Payroll tax forms, gross receipts tax returns, workmen’s compensation reports, annual reports, franchise tax reports and various statistical reports

Tax Return Preparation – Individual 1040’S, Schedule C Returns, and small business returns

Programs/Skills – QuickBooks Pro, Microsoft Excel (analytical skills and spreadsheets) Microsoft Word, ProSeries Tax Program, Data Entry, and Typist
JOB EXPERIENCE:

Experience Works – July 12, 2013 to Present
This a part-time temporary position.  I am responsible for obtaining all pertinent information from Seniors in the community who are interested in getting back into the workforce.  I organize the flow of paper work, document it, and get it to the proper Supervisors for approval.  
Wise Staffing – April 15, 2013 – June 7, 2013
Specialty Machinery – Bookkeeper  - Short Term Assignment – Ordered materials as needed and followed up on the purchase orders.  Received orders, shipped and billed customers as special orders were received.  Followed up on A/R and assisted with A/P
Express Personnel – May 2012 to September 2012

HP Development (Jonesboro) Bookkeeper – Verified and prepared all A/P checks for approximately 6 companies and performed special projects as required by the accountant, using Quick Books, Buildium and Excel.   Verified and reconciled all credit card payments and on-line payments for all entities
Home Health Care – January 2010 to May 2012
Cameron Construction – January 2008 to January 2010
Accounts Payable Clerk –Verified and processed all invoices and bills for day-to-day operations
Data Entry – Provided all accounts receivable purchase orders

Bank reconciliations – Managed five separate bank accounts
Recorded equipment usage reporting

Provided support staff for any special projects as needed

Michael E. Neely, CPA – September 2003 to May 2007

St. Thomas, U.S. Virgin Islands

Entered data and prepared payroll checks for various clients, including payroll tax reports on QuickBooks
Prepared tax returns for clients (small business and individuals) and performed necessary research, analysis, spreadsheets and reports related to tax filing
Responded to all tax notices received from the IRS or the V.I. Bureau of Internal Revenue, including Government monthly labor statistical reporting
Assisted clients on QuickBooks installation and set-up of payroll program
Other: (U.S. Virgin Islands)

Blazing Photos – Office Manager – Payroll - August 2000 to September 2003

Mafoli Foods – Bookkeeper and Accounts Payable
October 1997 – August 2000
Bottomline Bookkeeping – Bookkeeper - December 1996 – June 1997
Antilles Automotive  - Office Manager – car deals, journal entries, edited journals
May 1996 – October 1996
Brammer, Chasen, & O’Connell, CPA’s – Office Manager – Time & Billing/Collections/Payables/Payroll - January 1994 – April 1996

STSJ Telephone Company – Administrative Assistant

August 1991 – December 1993
Jack Frost and Company, CPA’s - A/R Collections and FSC Manager

August 1985 – July 1991

Topa Equities - Vice President of a Lease/Property Management firm
July 1984 – April 1985
EDUCATION:
University of Arkansas – Associate Degree in Business

REFERENCES AVAILABLE UPON REQUEST
