HENRY WALKER

Junior Tax Processor

& support@qwikresume.com & (123) 4567899 @ LosAngeles @ www.qwikresume.com

PROFESSIONAL SUMMARY SKILLS
Enthusiastic Junior Tax Processor with 2 years of experience in Client Communication
preparing and reviewing tax returns for compliance with federal and e e e ] e e e e e ]

state regulations. Skilled in managing client inquiries and improving

workflow efficiency. Eager to leverage analytical skills and attention to Tax Administration

detail to contribute effectively to a results-oriented tax team. e 6 @& & & 60 o ¢
WORK EXPERIENCE Team Collaboration
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Junior Tax Processor B Mar / 2024-Ongoing Report Generation
Pineapple Enterprises X Santa Monica, CA e e e e e e e e

Research Skills
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1. Prepared and processed individual and business tax returns
accurately and efficiently.
2. Maintained organized electronic records of tax documents and client

correspondence. INTERESTS

3. Assisted in the development of efficient tax processing workflows.

4. Supported team with administrative tasks, including scheduling J Art K3 Volunteering
meetings and managing records.

5. Collaborated with senior staff to ensure compliance with tax 2 Hiking e Yoga
regulations.

6. Mentored junior staff in tax preparation best practices. STRENGTHS

7. Communicated effectively with clients to address inquiries and
resolve issues.

Q Criticality |l = Detail-oriented
Tax Processor 8 Mar/2023-Mar /2024
Crescent Moon Design X Portland, OR £2r Diplomacy ®© Enthusiasm

1. Processed New York State tax forms, verifying accuracy and

completeness. LANGUAGES

2. Coordinated the submission of tax returns to ensure timely filing.

3. Reviewed and certified numerical data from various sources,
ensuring data integrity.
4. Assisted in preparing tax return extensions and managing deadlines.

EDUCATION English Swahili Arabic
Bachelor of Science in Accounting 8 Mar/2022-Mar /2023 ACHIEVEMENTS
State University X Denver, CO

“fy Successfully processed over 500 tax returns,

Focused on taxation, financial reporting, and auditin rinciples. . . . A
P 9 ap P ensuring 100% compliance with regulations.

¢ Reduced processing time by 20% through

improved document management
strategies.
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