
Intuit Lacerte
Intuit QuickBooks

SoftwareSoftware

LanguagesLanguages

English
Spanish

CertificationsCertifications

Business Administration Management

Employability Skills Standard Certificate

Skills Standard Certificate in Accounting Services

Microsoft Certified Technology Specialist (MCTS): Office 2016

Skills Standard Certificate

AccomplishmentsAccomplishments

DECA 
•  2nd Place Award at State in HR 
Management (2020)

•  Freshman of the Year (2020)
•  October Member of the Month (2019)
Eagle Scout Rank (2018)

DECA Sep 2019 - May 2020
Member
•	 Competed against six schools in HR Management roleplays at the 2020 state conference
•	 Volunteered with Second Harvest Food Pantry and packed 50+ food boxes for people in need

Sep 2019 - May 2020

President
•	 Manages a team of 6 board members by planning and leading biweekly board meetings, fostering and maintaining an intercommunication 

platform, creating standardized workflows, and delegating tasks to be completed
•	 Assists board members in achieving their respective goals and position responsibilities by providing advice and resources
•	 Leads semester kick-off events for over 50 people and elections each semester

May 2020 - Present
Institute of Management Accountants, UW-Madison Sep 2019 - Present

OrganizationsOrganizations

Platinum Member Sep 2019 - Jan 2020

Program Director
•	 Coordinated various professional development events with representatives from firms such as EY, Baker Tilly, and Frank E Sterbin CPA, SC to 

help members build professional skills
•	 Designed club flyers and pamphlets to promote the club at student organization fairs

Jan 2020 - Dec 2020

ExperienceExperience

Administrative Assistant Nov 2019 - May 2020
UW-Madison Housing, Conference Services
•	 Corresponded with clients daily to solve reservation problems while ensuring a positive experience with University Housing
•	 Created reservation confirmations and reviewed summer conference contracts to eliminate errors
•	 Redesigned the department’s invoice tracker and budget spreadsheets to maximize efficiency

Madison, WI

Accounting Youth Apprentice Dec 2018 - Aug 2019
Frank E. Sterbin CPA, SC
•	 Assembled >500 tax returns for clients to date by organizing and binding returns for distribution
•	 Explained tax returns to clients by indicating the amount owed/refunded and it was calculated
•	 Mitigated client concerns regarding tax issues by providing strong customer service

Racine, WI

Associate Aug 2017 - Jun 2019
Panera Bread Racine, WI

Office Coordinator Aug 2020 - Present
Greater University Tutoring Service (GUTS)
•	 Updates and maintains the GUTS website to provide accurate information to users
•	 Facilitates intra-office communication and team-bonding events between 20 staff members
•	 Manages the physical GUTS office location by purchasing furniture, tracking inventory, and organizing assets

Madison, WI

EducationEducation

GPA: 3.5/4.0

University of Wisconsin-Madison May 2023
Degree: Bachelor of Business Administration Madison, WI
Major: Accounting Certificate: Spanish for Business

Cole NavinCole Navin
ACCOUNTING STUDENT


