
	

	

S U M M A R Y 

§  Over 15 years account ing exper ience 
§  Specia l i z ing in non-prof i t  f inance management 
§  Seeking Employment in the New York Capi ta l  Distr ict  
 
 
 
 
 
 
 

 
 

 
 

P R O F E S S I O N A L   E X P E R I E N C E 

ACCOUNTANT, Albany ,  NY  
25 t h  Hour Account ing ,  January 2025 – Present  
Payrol l ,  Accounts Payable ,  Accounts Receivable and Bus iness Consul t ing 
Cl ients  Inc lude:  

• Albany Institute of History and Art 
• Affordable Housing Partnership 
•  Nurses House 

 
SOLE PROPRIETOR, Grass Va l ley ,  CA and Myrt le Creek ,  OR  
Brooke’s  Books Bookkeeping ,  December 2010 – Present 
Ful l -Charge Bookkeeping F i rm |  Remote and On-s i te 
Payrol l ,  Accounts Payable ,  Accounts Receivable and Bus iness Consul t ing  
 
ACCOUNTING TECHNICIAN ASSISTANT, Riddle ,  OR 
Green Diamond Per formance Mater ia l s ,  October  2021 – November 2022 
Accounts Payable ,  Accounts Receivable and Genera l  Of f ice Management 
 
BOOKKEEPER 
The Northern Cal i forn ia Center for the Arts ,  October  2009 – Apr i l  2016 
Respons ib le for a l l  Accounts Payable and Receivables ,  Payrol l ,  F inanc ia l  
Grant Report ing ,  Budget Preparat ion and Reconci l i a t ions . 
 
OFFICE MANAGER/BOOKKEEPER 
Susta inable Energy Group,  September 2008 – Ju l y  2009 
Accounts Payable ,  Accounts Receivable and Genera l  Of f ice 
Management 
 
 
REFERENCES AVAIALBLE UPON REQUEST 
 
 
 
 
 

J E N N I F E R  B R O O K E  P O R T E R  
A C C O U N T I N G  P R O F E S S I O N A L  

C O N T A C T 

530.955.1234 
jenni fer@brookesbooks .b iz  

Troy ,  NY 
l inkedin .com/ 	jenni fer-

brooke-porter 
 
 
 
 

 
 
 
 

E D U C A T I O N  

BA, L ibera l  Studies 
CSU Chico 

2003 
 

S ing le Subject   
Teaching Credent ia l  
Nat iona l  Univers i ty 

2005 
 

Account ing I ,  I I ,  I I  
S ierra Col lege ,  Nevada 

County Campus 
2010 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

E X P E R T I S E 

QuickBooks Desktop 

QuickBooks Onl ine 

Excel  

Adobe Creat ive Sui te 

 L icensed Notary 

 
 
 
 
 
 
 


