Eliana Miranda Stone
2731 San Leandro Blvd., Apt 107 – San Leandro, CA 94578
(650) 944-4635 – elianastone@mac.com	

Summary: 

Over twenty years of experience in accounting. Recently started working as a Controller. Proven ability to manage accounts payable, accounts receivable, bank accounts and projects.  Detail oriented, strong problem solving and analytical skills. Excellent interpersonal communication skills.


Employment History:

09/2019 – Present – Controller at The Primary School
· Payroll manager
· Accounts Payable manager
· Collaborate with Director of Finance on month end closing financial reports issuing and various journal entries posting

03/2016 – 09/2019 – Senior Accountant at Congregation Emanu-El

· Accounts Receivable and Salesforce Specialist
· Manage Accounts Receivable and Membership
· Manage the transition from the old system to Salesforce
· Month closing

03/2013 – 03/2016 – Controller/Bookkeeper at Congregation Sherith Israel
· Manage Accounts Receivable and Membership
· Manage Accounts Payable
· Manage Payroll and Personnel Department
· Provide financial reports to the executive director and board members
· Month closing
· Bank accounts reconciliation

03/2011 – 03/2013 – Bookkeeper at Peninsula Temple Sholom
· Manage Accounts Receivable
· Manage Accounts Payable
· Manage Payroll
· Provide financial reports to the executive director and other departments managers
· Bank accounts reconciliation


12/2004 – 11/2010 - Co-Founder and Office Manager at Cogneo, Inc.
· Set up the initial installation of QuickBooks as the primary accounting solution for the company. 
· Created an excel document that made tracking projects much easier for the company principals.
· Exchange emails with business partner and contractors making sure they have all the information they need to perform their jobs. Maintain communication with our clients as well, responding to their questions and concerns about their projects.
· Balance all bank accounts and make the necessary entries on a daily basis.
· Process the company’s mail and other documents.
· Process all payments received from clients and make the bank deposits.
· Process bills and make payments.
· Enter new jobs (projects) in QuickBooks.
· Follow up on jobs and make sure their deadlines are met.
· Issue invoices to clients.
· Work on collections by email, phone or regular mail.
· Produce monthly financial statements and bank reconciliations.
· File Sales Taxes
· File Corporate Federal and State Taxes

09/2009 – 11/2010 – Temporary Treasury Assistant at SRI International
· Created a very efficient filing system for the Treasury Department.
· Properly sorted and filed various documents related to Federal and State Taxes, different types of insurance policies, domestic and international banks and other important documents for the Treasury Department.
· Sorted legal documents, separating the ones to be sent to archive from the current ones. Organized these documents in a very efficient manner for the Legal Department.
· Cleaned up the Legal Department database.

06/2003 – 11/2004 – English Teacher at Excellent Global, Brazil
· Taught English to Brazilian students from beginner to advanced levels.


12/2000 – 05/2003 – Accounting Assistant at Giusto’s Specialty Foods
· Provided support to the Vice President of Finances on all tasks related to accounts receivable and accounts payable.

Education:

2006 – 2011	 	Accounting Assistant			College of San Mateo, San Mateo, CA
1997 – 1998		English as a Second Language	De Anza College, Cupertino, CA
1992 – 1994		Psychology Master Studies		Methodist University of Sao Paulo, SP

Additional Skills:
· Windows and Macintosh Computer Proficiency
· QuickBooks, Quicken, MYOB, ACCPAC and Peach Tree
· Windows familiarity with MS PowerPoint, Excel, MS Word and Internet related programs
· CTEC Tax Preparer licensed

· English and Portuguese: fluent
· Spanish: conversational level
· Italian: intermediate level

Accounting Classes Taken:
· ACTG100 Accounting Procedures		3.0 Units
· ACTG103 Ten Key Skills			0.5 Units
· ACTG144 QuickBooks: Service		1.5 Units
· ACTG145 QuickBooks: Merchandising	1.5 Units 
· CRER127 Career Choices			0.5 Units
· BUSW415 Spreadsheet I			1.5 Units
(Accounting Assistant Degree)
· ACTG171 Individual Income Taxes		3.0 Units 	(Winter/Spring 2012)
(Tax Preparer I Course Degree)


Other classes to be taken toward Accounting and CPA certificates.

Reference: Byron Rovegno – SRI International – 650-859-4304


Recommendations For Eliana 
Co-Founder/Director 
COGNEO, Inc. (Self-employed)
“In the more than 10 years that I've known Eliana, she has shown a tireless commitment to her excellent work. She brings exactitude, but with a good healthy dose of soul to dealing with details and numbers. You'd be lucky and grateful to work with her!” November 15, 2010
Collin Stone, Founder / Design Director, COGNEO
worked directly with Eliana at COGNEO, Inc. 


School Director 
Language Studies Institute 
“I worked in close contact with Eliana Miranda when she served as the Director of the Language Studies Institute, which began as an offshoot of Language Pacifica, but then became a stand alone foreign language school. Eliana was an outstanding instructor of Portuguese, but her most valuable work was as the Director of the program. This required activities in management, marketing, customer services, as well as her work with the students. She was highly accomplished in all areas, very attentive to all of the details of the business, excellent with fellow Directors and teachers, and extremely popular with the students. She has a natural ease with people, a good sense of humor, and a lot of empathy. I could not recommend anyone with more enthusiasm than I do Eliana Miranda.” November 13, 2010
Gerald Brett, Founder/Director, Language Pacifica
managed Eliana indirectly at Language Studies Institute 



We own a small and growing startup for the last 2 years. Several months ago we gave Eliana full responsibility for our company’s accounting and she did an amazing job for us in organizing and preparing our 2010 company’s tax return. Within weeks we had our 2010 data inserted into QuickBooks integrating our banks and Pay Pal accounts and preparing us for our annual report with analysis of the company’s results. This process was very efficient as we actually saved hundreds of dollars on unnecessary monthly payments, which Eliana was able to point to after sorting through our accounts. We were very impressed with Eliana’s patience and thoroughness as she explained to our first time users the ins and outs of QuickBooks.
We highly recommend Eliana’s accounting services for anyone with a small to mid size company that wants the job done fast and efficiently or for just getting up to speed with QuickBooks. We plan to continue using Eliana’s accounting services throughout the coming years as our company grows.
Sincerely,
Dalia Chatow
Cofounder and CEO Oversight Web Design and Flivie Inc.
See www.gift-ideaz.com and www.flyvie.com
