
Norma Patton
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: 000-000-0000

example-email@example.com
Summary
Tax Manager with 10+ years of progressive experience in public accounting tax experience. Skilled in preparing individual business benefit fund real estate and exempt organization tax returns. Excellent interpersonal oral and written communication skills; detail-oriented and able to multi-task effectively.
Areas of Expertise
	· Return preparation

· Policies & procedures

· Liability management

· Deductions

· Audits
	· Tax law

· Customer service

· Income statements

· Estate planning

· Government forms


Experience
Tax Manager

10/1/2009 - Current
Himbrey Tax Solution Services

New Cityland, CA
· Prepare and review Federal and State income taxes for individuals businesses benefit funds real estate and exempt organizations

· Build new and existing client relationships and demonstrate knowledge of client business

· Prepare internal memoranda written correspondence private letter rulings and other documents for submission to the IRS or Treasury Department

· Train staff reviewing and evaluating their work

· Manage multiple clients budgets and production goals
Assistant Tax Manager

12/1/2005 - 9/1/2009
E-Z Taxes

New Cityland, CA
· Assisted pricing group members to design and implement all company transfer policy and prepare plans for all tax departments

· Calculated form preparation fees according to return complexity and processing time required

· Recommended appropriate strategies to all management to reduce all obligations and determine complexity of all issues
Assistant Tax Manager

8/1/2003 - 11/1/2005
Westbrook Tax & Financial Services

New Cityland, CA
· Checked data input and verified totals on forms prepared by others to detect errors in arithmetic data entry or procedures

· Provided taxpayers financial advice to ensure correct tax form completion

· Collaborated with various departments to ensure achievement of all organizational objectives

· Consulted tax law handbooks to determine procedures for preparation of atypical returns

· Coordinated with business units to administer all personnel for various departments

Education
Bachelor of Arts - Business Administration

XXXX - XXXX
Brocklane College of Business and Commerce

New Cityland, CA

· Accounting specialization
Associate of Science - Accounting & Tax Specialist

XXXX - XXXX
Shoreheights College

New Cityland, CA
Credentials
Enrolled Tax Agent
Certified Public Accountant


