JORDAN MITCHELL
PROFESSIONAL ACCOUNTANT
Miami, FL | (305) 555-0147 | jordan.mitchell@example.com | linkedin.com/in/jordanmitchell
PROFESSIONAL SUMMARY
Detail-oriented accountant with 6+ years of experience in financial reporting, account reconciliation, month-end close, and audit preparation. Known for improving reporting accuracy, strengthening controls, and translating financial data into clear business insights.
PROFESSIONAL EXPERIENCE
Harbor & West Financial, Miami, FL	January 2023 - Present
Senior Accountant
Manage monthly close and financial reporting for a $45M portfolio, reducing reconciliation delays by 30%.
Prepare journal entries, balance-sheet reconciliations, variance analyses, and management reports in accordance with GAAP.
Standardized account-review procedures and improved supporting documentation, helping the team complete the annual audit two weeks early.
Northline Business Services, Fort Lauderdale, FL	June 2020 - December 2022
Staff Accountant
Reconciled bank, credit-card, and general-ledger accounts for 18 client entities with consistent month-end accuracy.
Processed accounts payable and receivable, resolved discrepancies, and supported cash-flow forecasting and budget tracking.
Built Excel reporting tools that reduced manual data preparation by approximately six hours per month.
Coastal Retail Group, Miami, FL	August 2018 - May 2020
Accounting Assistant
Supported monthly account reconciliation and maintained transaction documentation for 12 retail locations.
Assisted with invoice processing, expense coding, and data corrections used in weekly financial reports.
EDUCATION
Florida International University, Miami, FL	May 2020
Bachelor of Science in Accounting
CERTIFICATIONS
Certified Public Accountant (CPA) Candidate | QuickBooks Online Advanced Certified
SKILLS
Accounting: GAAP, financial reporting, month-end close, account reconciliation, audit support, budgeting, variance analysis
Software: Microsoft Excel (PivotTables, XLOOKUP), NetSuite, QuickBooks Online, Microsoft 365




