135 W Patrick Street 3rd Fl	 	      	       NICOLE CRUMRINE   		                       240-466-2333
Frederick, MD 21701							 	                nickicrumrine@yahoo.com   -------------------------------------------------------------------- Objective ----------------------------------------------------------------------
To secure an accounting position with a business that values hard work and wants a dedicated employee experienced at delivering results in a team environment. A business where I can add value, grow and be an essential part of the business’s success. 
--------------------------------------------------------------------- Education --------------------------------------------------------------------
University of Maryland University College				       	          	                         (Dec. 2016, Adelphi, MD)
· Master of Science in Accounting and Financial Management
University of Maryland University College				       	          	                                           (Adelphi, MD)
· Bachelor of Science (B.S.) in Accounting, May 2014
------------------------------------------------------------------------Experience ---------------------------------------------------------------------
Event Coordinator/Harley’s Angel– Old Glory Harley Davidson – Part-time	              (Mar. 2023 – Current, Frederick, MD)
· Recruit Harley’s Angels for events and promotions
· Plan and execute weekly events for 100-300 customers
· Manage all aspects of each events; budgets, timeline, management, vendor selection
· Monitor monthly budget to ensure we reach our monthly goals 
· Seek out new vendors; catering services, live music, DJ’s and entertainment
· Contract Negotiations
· Networking
· Prepare weekly schedules
· Prepare weekly flyers to promote Harley’s Angels and upcoming events
· Prepare and update event schedule weekly
· Event setup and breakdown
· Payroll 

Staff Accountant – Natural Lawn of America	                                                        (Aug. 2022 – Mar. 2023, Frederick, MD)
· Full cycle bookkeeping for four Natural Lawn of America entities in numerous states and two rental properties 
· Daily bank deposits and credit card payment reconciliations for all entities
· Enter accounts payables and process checks for multiple vendors and tenants
· Create weekly Accounts Payables reports to prioritize and determine weekly payments due
· Initiate bank transfers to ensure money is available for weekly AP payments and biweekly payroll
· Review vendor accounts to ensure accuracy of all entries and all reoccurring invoices have been received and are entered 
· Monthly and quarterly sales and use tax returns
· Management of accounts receivable 
· Create and send monthly invoices to tenants for rent and utilities
· Allocate monthly and quarterly utilities between tenants 
· Monthly bank and credit card reconciliations
· Analyze Profit and Loss statements monthly to ensure revenue and expenses are in the correct period and have been received and entered
· Monthly inventory and unearned income adjustments 
· Monthly and year end journal entries
· Enter and reconcile bi-weekly payroll
· Monthly financial statement and special report preparation
· 
Office Manager/ Staff Accountant – Matthews Construction & Design, LLC                              (Apr. 2020 – Jan. 2022, Remote)
Furloughed and company closed due to Covid	
· Monthly financial statement and special report preparation
· Daily QuickBooks and Microsoft Excel entries
·  Maintenance of accounts receivables including management of claims, charge backs, customer inquiries, charge-off/recoveries
· Management of accounts receivable, payable and cash flow maintenance
· Issuing credit and debit memos
· Enter, confirm, and reconcile all 2018 - current financial data
· Monitor and analyze department work to develop more efficient procedures and use of resources while maintaining a high level of accuracy
· Monthly bank, vendor, and client account reconciliations
· Daily banking requirements
· Match job cost with invoicing and payments in Builder Trend software and QuickBooks

Staff Accountant – Dynamic Rugs	                                                                                    (Nov. 2016 - Apr. 2020, Frederick, MD)
Furloughed due to Covid
· Confirms financial status by monitoring revenue and expenses, coordinating the collection, consolidation, and evaluation of financial data
· Identify and resolve posting problems with cash application
·  Maintenance of accounts receivables including management of claims, charge backs, customer inquiries, charge-off/recoveries
· Management of accounts receivable, payable and cash flow maintenance
· Decision making responsibilities for suspension or approval of credit
· Issuing credit and debit memos
· Monthly financial statement and special report preparation
· Create and maintain internal procedure documents
· Monitor and analyze department work to develop more efficient procedures and use of resources while maintaining a high level of accuracy
· Monthly client and vendor account reconciliations, to find discrepancies in billing and payments
· Month end close Journal Entries and GL/Bank reconciliations
· Daily Sage 100 ERP, Microsoft Excel and QuickBooks entries
· Daily banking requirements
· Update inventory
· Assist in the development and implementation of new procedures and features to enhance the workflow of the department
· Accountable for all credit collections
· Review and process expense reimbursements to ensure employees are in accordance with both company and department policies and procedures
· [bookmark: _Hlk22208724]Review and process invoices to ensure they are in accordance with both company and department policies and procedures
· Enter and process daily wire transfers
· Monitor Prepaid and Deposit accounts and reclassify to expense account if appropriate
· Maintain new vendor master file and Form W-9 information in the system
· Maintain AP email inbox and respond timely to all inquiries
· Prepare depreciation and amortization schedules
· Review and process bi-weekly payroll 
· Review and process bi-weekly mileage and expense reimbursements
· Review, approve and process employee leave request

Staff Accountant – Santos, Postal & Company, P.C. 		    	                (Jan. 2014 - Apr. 2015, Rockville, MD)
Paraprofessional – Santos, Postal & Company, P.C.  	         	                               (Mar. 2012 - Jan. 2014, Rockville, MD)       
· Prepare and process payment of personal property tax returns for Maryland, Virginia and the District of Columbia 
· Prepare tax returns for individuals, trusts and all types of business entities 
· Full cycle bookkeeping 
· Daily QuickBooks data entry
· Account receivable and payable
· Payroll
· Prepare monthly financial statements, payroll tax returns and after-the-fact payroll 
· Prepare and process payment of monthly sales taxes 
· Bank and checkbook reconciliations 
· File tax extensions              
· Provided administrative support to 5 partners and 6 principals 
· Monthly QuickBooks data entry
· Responsibilities included preparation and processing of mail, faxes, bulk mail, all deliveries and receipts by all courier services, and coordination of multiple telephone lines; initiating and maintaining client files; purchasing and maintaining office supplies and inventory; coordinating the use of multiple conference rooms
· Full cycle bookkeeping
· Bank reconciliations
· On behalf of clients, responsibilities included preparation and monthly submission of health care forms for certain clients; proofing, editing and assembling financial statements and tax returns for individuals, trusts and all types of business entities; maintaining client information in client files; and preparation and coordination of client “Tax Organizers”

----------------------------------------------------------------Strengths and Proficiencies --------------------------------------------------------
Strengths: Dedicated to Quality, Multitask Capable, Accuracy and Speed, Problem Solving, Team Player, Quick Learner, Inventory and Receivables Management, Processing and Logistics, and Networking Skills 
Software Proficiency and Computer Languages: Microsoft Dynamics GP, Chrome River, Salesforce, Microsoft Office Suite, Unanet, QuickBooks Desktop, QuickBooks Online, Peachtree, BNA, Work Wave, Sage 100 ERP, ProSystems Fx Tax, ProSystems Document Manager, ProSystems Engagement, Creative Solutions, JD Edwards, Adobe, Timberline, FileZilla, Sage Depreciation, Percipio, BuilderTrend



