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	Rafaelordonez42@gmail.com | 909-714-2402 | 17778 Granada Ave Fontana CA 92335
		
Summary 	
Professional tax preparer with 8 years’ experience managing over 600 clients including both individual and corporate clientele. Organize and timely file customer returns along with high end record keeping, bookkeeping, and cash handling. 
 
Skills	-Well oriented	-Bi-lingual
      	-Cash handling	-Record keeping
		-Timely 	-Multi-tasker
	-Inventory keeping	-Self-starter


Experience	Tax preparer/Tax advisor/Realtor – self-employed / Bookkeeper	2017-current
	Fontana, CA
· Responsible for high volume daily operations including customer service, client management, scheduling appointments, and assisting clients with expense sheets
· Kept office and work area clean, sanitized, organized, and managed 
· Prepared personal and corporate tax returns for clients and advised them in steps to take with the IRS and State along with how to manage their expenses, expense sheets, and record keeping.
· Manage, specify, and maintain client business finances, as well as keep organized records for the purposes of tax return preparation in excel. 
· Keep expense and income records for the purposes of protecting clients as well as myself in cases such as (audits, proof of records, specific situations such as verification reasons). 

Education	License
-CTEC License	-EFIN number
-PTIN License					-REALTOR 
Other Exp.	Tax advisor at TurboTax Intuit
	-Advised Turbo Tax clients in areas of their taxes 
	-Helped clients achieve completion of their tax returns 
	-Managed multiple callers and clients daily as an advisor  


		Forklift Operator/General warehouse	2013-2019
 	-Licensed forklift operator with over 6 years of experience
	-Loaded/unloaded trailers with forklift and maintained cleanliness 
	-Worked shipping, receiving, and inventory. 
	
 			

		Professional references 
1. Carlos Vazquez – Manager, 909-485-7088 (Professional)
2. Humberto Ceballos – Mentor/Prior business partner, 909-997-2809 (Professional)
3. Javier Ordonez – Mail Carrier, USPS, 909-225-9657 (Personal)
