Janice C. Mitchell
P.O. Box 32491
Brandon, MS  39287
601-844-1632
UNLISTED
Objective: Due to the illness of my father in the past eight months, it has been a struggle to take care of him and work a public job, even part time.  I would love to be able to work from my home.  This would enable me to take care of my father while at the same time be productive and have an income.  I have worked in a fast paced environment for more than twenty years.  I would welcome a change and the opportunity to slow down. 

Experience: 

9/2001 to Present     PVM Tax Service     Jackson, MS
Bookkeeper
Preparation of monthly, quarterly and annual payroll liabilities
Including writing of checks and completion of reports
Preparation of monthly/quarterly Sales Tax, Franchise Tax, Special Tax, Occupancy Tax, and Use Tax Reports
Preparation of Financial Statements for approximately 30 clients
Computer input of all accounting entries
Reviewing entries for editing and adjustments as needed
Preparation of year end adjustments such as P/R liability accounts, Owner Withdrawal accounts, Bank Loan Balances, A/P entries, A/R entries, W-2's and 1099's,
6/2000 - 2/2001      Link Burrough & Calhoun     Biloxi, MS
Bookkeeper in the Small Business Department
Preparation of financial records for various clients,
Preparation of monthly, quarterly and annual payroll tax reports, 
Assisted in preparation of W2's and 1099's at year end
Computer input of all accounting entries
6/1999 - 6/2000     Pritchard Sheet Metal       Shreveport, LA
Assistant Bookkeeper
Prepared Payroll for in-house and field workers,
Reporting on a weekly basis to the local Sheet Metal Union regarding personnel
Prepared Weekly Job Statistics and Progress for Members of the Board
Assisted Office Manager in tax and payroll preparation
