 5116 Kenilworth Ave Apt 8                     Maykell Merino-Cobo                       717-208-5300                                     
 Hyattsville MD 20781                                                                                                                       mm2cobo@hotmail.com
                                                                                                                                                       maykellmerino@gmail.com
SUMMARY OF QUALIFICATIONS
A highly motivated, trilingual (English, Spanish, German), results oriented Accounting and Finance professional with       experience using Microsoft Excel, Microsoft Word and accounting software Navision,QuickBooks Desktop and Online, Sage 100 ,AppFolio, Jobber, Monday.com  seeking an Accountant position in which to utilize my problem-solving skills in order to deliver effective solutions to a company in the field of Accounting.
ACCOUNTING EXPERIENCE
Accounting Management, The Reyes Group, Fairfax VA (Outsourcing)                                    March,1,2018-  Current
-Construction, Real Estate- Online Client 

· I created the Accounting Processes of this company. In the three years this company was running before I started working here, they just allocated all transactions to the P&L account.  Therefore, the Cash Account the A/R, A/P and Salary Accounts had an inaccurate negative balance. They did not have a real Accounting procedure, so I started reconciling the Bank and Credit Card accounts from December of 2017 as of September of 2018. I used Opening Balance accounts because this company was already running and never had a Bank Reconciliation or posted any transaction. Meanwhile, I was building the Balance Sheet and The Income Statement. I opened accounts this company did not have as Earnest Money Deposits, Escrow Accounts and many others. I opened an Inventory Account and a WIP Account where I posted all the properties they were renovating and the Capital Expenditures. I posted 12 properties from the Hud’s.  I also opened and posted the Investment Account – Shareholders- this company has in other companies. We started using the WIP accounts when they were set up. I opened A/P accounts and allocated the loans of the properties in Inventory. I allocated the Operating Expenses and Overhead in the P&L accounts they should go. I opened a Fix Asset account and calculated its depreciation, they have a Building, two cars and several pieces of office furniture. I had set up online payment to vendors and contractors.  I opened Capital Contribution account. I made Journal Entries, Adjustment Entries. I allocated and posted Salary Expenses, Tax Expenses and Interest Expenses to the right accounts. I’m currently working for this company and maintaining the Accounting. Accounts Payable services to include, Bill payment and processing, Job costing. Accounts Receivable services to include, Invoicing, Collections, Monthly statements. Account reconciliations, All cash and banks accounts, Loan accounts, Payroll accounts. QuickBooks maintenance, Data back-up Financial reporting by the end of the month, Balance Sheet, Income statement, Cash Flow Statement. Payroll, Processing payroll.
Accounting Management, Capitol Services Group, Fairfax VA (Outsourcing)                                  Oct,2019-  Current                   

-Construction, Real Estate- Online Client 

· This company was founded in Oct 2019, I started consulting work for them in Dec 2019. I began setting up the Chart of Accounts. Capitalized the expenses – receipts and handwriting checks- received via email to the correct accounts. Posted the Hud or Atlas of the purchased properties. Opened the account balance to start reconciling the checking account. Reconciled the checking account. Created new vendors for future 1099 preparations. Tracking construction cost to ensure they stayed withing the budget.  
Controller/Finance Manager: 

Anne Arundel Home Services Company LLC, Pasadena MD
Construction, Renovation, Remodeling. Full Time Job                                                            Jun,06,2018- Dec,17,2020     
· Reconciled 2017 – 9 bank accounts and 2 Credit Cards-, prepared the Statements for 2017 taxes in one month. For 2018, opened new accounts in the chart of accounts. Posted the assets purchased – Vehicles and Office Stuff 2017-2018 -, depreciated those assets. Posted expenses and Capital Expenses on the books. Opened A/R accounts and started posting the invoices and collections from Jobber to QB. Opened classes by departments on QB. Allocated the expenses, capital expenses, invoices, and collections to the right classes. Set up ADP payroll for the company. Posted the payroll JE as overhead and subcontractors’ payments. Taught and trained the accounting clerk that work with me. Supported the operations teams to proactively ensure proper procedures are established and followed. Analyzed and resolved the Bottleneck the company had. I created an excel sheet with the wip from Monday.com software and meet with the Project Managers (operations team) to go over the projects that were stocked or not finished all Mondays. Created, submitted, and analyzed financial data and key performance indicator tracking by department to the CEO monthly. A/P and A/R reconciliations. Created Daily Cash report and analysis. Accrued payroll and revenue. Prepaid insurance expenses.
General Accounting, Bogdan Builders Inc, Bethesda, MD U.S.                                        May 23, 2016- Jun,06,2018
-Construction, Real Estate- Employer. Full Time Job                                                            
· Bank reconciliation of 3 companies in Sage 100.Bank Reconciliation of 2 condominiums in Appfolio.  3 Credits Card reconciliations on Sage 100 and AppFolio. Reconciliation of personal Credit Card and Bank Statements in Sage 100. General Accounting and Management of 5 Real Estate properties, 1 Construction Company and 1 Loan Company. Monthly closing. Released and Analysis of Balance Sheet and Income Statement. Updating Daily Cash reports. Accounts reconciliations. Developed and maintained the firm’s accounting system  and procedures. A/P-A/R. 120 checks weekly cut and more. Paid invoices online or by phone.  Reallocated project costs via journal entries and invoices as needed. Posted subcontractors and vendors invoices in the GL(WIP). Elaborated Job Cost reports and Payment Reports. Opened new GL Accounts, Job Cost and Subaccounts on Sage 100. Percentage of completion accounting, AIA billing. Supported the Senior Accountant in daily task. Organized documents in the recording archives. Updated payments and collections loans reports. Prepared draws paperwork. Prepared weekly/bi-weekly construction draws. ACH payments and deposit checks on the bank online.   Data entries. Journal entries, adjustment entries on sage 100 and AppFolio. Created/posted credit adjustments for short payments and cancelled orders. ADP payroll. Payroll entries. Office Management.  Notary Public
Tax Intern, Smoker & Company, CPA Firm, Leola, PA U.S.                                                                          Spring 2016 
· Prepared and/or assisted in preparing simple to complex tax returns in ProSystem, forms 1040, 1099, and schedules, for individuals and   businesses. Reviewed information provided by clients and interviewers as well as copies of previous tax returns, wage statements from employers W-2, year-end interest and dividend summaries 1099-DIV.Maintained tax department comprehensive files. Performed office duties as required and assist other staff members in other departments.
Accounting Intern, Blackford Dental Management LLC Lancaster, PA U.S.                                                        Fall 2015 

· Prepared work to be accomplished by gathering and sorting documents and related information. Paid invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment. Maintained accounting ledgers by posting account transactions. Verified accounts by reconciling statements and transactions. Maintained financial security by following internal accounting controls. Maintained financial historical records by filing accounting document. Contributed to team effort by accomplishing related results as needed. Prepaid Expenses, Deposits, Accrued Expenses, Leases.          
Millersville University, Millersville, PA U.S.  - Bachelor of Science, Accounting                          Aug 2012- May 2016                        

Accounting and Administration Manager, Rosco Iberica, Madrid, Spain                                    January 2005-April 2011 
· Developed and maintained the firm’s accounting system and procedures, including Record keeping. Entered domestic and international financial transactions into the firm’s accounting Navision software and general ledger. Assisted the Controller/CFO in preparing annual reports, sales reports, aging reports, business plans and other matters as necessary. Reviewed of completeness and process of Accounts Payables and Receivables. Managed the procurement of office supplies, equipment, etc. as well as communication with general suppliers regarding billing or technical problems.  In charged of the International purchasing. Oversaw month-end closed process including required journal entries. Attended the annual physical inventory and weekly cycle count process. Matched Bank Account Reconciliation with general ledger. Met schedules and deadlines. Prepared supporting documentation and assisted with annual audit process. Intrastat Report among Spain, UK and Germany. VAT accrued and payable.
Teaching Assistant, Universidad de Oriente, Cuba.                                                                September 2001 – June 2004
· Taught Microeconomics and Philosophy to undergraduate students. Evaluated students. 

EDUCATION
 Universidad de Oriente, Cuba, Bachelor in Accounting and Finance                                             Sept 1999- June 2004                                                                                                               
     Accounting software: Navision, Sage 100, QuickBooks Online, QuickBooks Premier, AppFolio, Jobber, Monday.com
Office: Microsoft Excel, Microsoft Word 
