SHARON MANNING

371 West 30th Street 

Riviera Beach, FL 33404 

561-844-8688 

561-389-4865 (cell) 

email: sharonmanning57@yahoo.com

EXPERIENCE

2001-Present Self-Employed Riviera Beach, FL

Tax Preparer/Bookkeeper

Home-based business preparing income tax for client’s with an emphasis on clientele in public service industries. Do all forms of tax work including personal and corporate.

2001-2005
Creations Productions, Inc.

West Palm Beach, FL

Bookkeeper

Full charge bookkeeping position. Responsible for all aspects of bookkeeping including corporate taxes and financial statements. Part-time/Consultant position.

2000
Accounting for the Difference, Inc. West Palm Beach, FL

Staff Accountant

Handled 26 accounts for public accounting office. Did all data entry financial statements and taxes for personal and corporate accounts using Quickbooks Pro and AmTax. Dealt with all customer issues including IRS letters and collections.

1999-2000 Liberty Tax Service Lake Park, FL

Tax Preparer

Prepared both Out-of-State and Federal tax returns for 1999 as well as prior year's returns using Tax Wise. Processed finished forms via e-file using Nelco.

1990-1999
Palm Beach County Fire Rescue West Palm Beach, FL

Communicator III- 911 Alarm Office

Multitasked to handle numerous radio channels, phone lines, in room communications and keep written and typed logs current Trained as First Responder for CPR, First Aid and Heimlich as well as EMD. Answered 911 and information lines, entering information into computer system and dispatching appropriate emergency services vehicles to fire and medical emergencies. Used computer CAD system and radio equipment. Trained as step-up supervisor and trainer.

EDUCATION

Long Ridge Writers Group, Creative Writing, 2009-2010

Associates in Accounting, 4.0 G.P.A. 

Certification in Travel Specialist 

Certification in Floral Design

STRENGTHS

**Familiar with all office procedures and machines. 

**Possess excellent communication skills. 

**Accurate typist and computer literate. 

**Knowledge of numerous computer programs including Excel, Word,

    PowerPoint, Works, Access, Windows, Tax Wise, AmTax, Saber ATX,           
Quickbooks Pro, Quicken and numerous other programs.

**Knowledge of Internal Revenue practices.

**Compiled and distributed newsletter for 120 bed nursing home as   

     head of activities department.

**Also accepted to work part-time for Suite 101.com and Demand  

     studios.com doing SEO articles on line.

