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Laura R. Vigil
QUALIFICATIONS

I have a proven track record of researching reports from outlying systems, as well as
administering the files with organizational and problem solving skills. I have a   working knowledge of Microsoft (Excel and Word) and all related software. I also have a strong interpersonal, written and oral communication skill. I am detail oriented with a very keen can do attitude.

EMPLOYMENT
2012 – 2013   MWH AMERICAS, Inc.  



Payroll Specialist II

Assist employees with any questions or concerns regarding payroll. Research and resolve problems within the payroll system. Create new employee payroll profiles to ensure accuracy. Meet all deadlines within payroll to include checks issued and employee direct deposits. Strong customer service communications. Worked closely with managers and HR business partners regarding existing and terminated employees while maintaining strict confidentiality. Able to handle multiple tasks within a deadline. Data entry and balancing for daily employee Spot Bonuses along with Garnishment log maintenance.   

2008 – 2012   USBANK 



Retail Lockbox Clerk,  

Open and process the incoming work ensuring checks match invoices. Process cash   received and encode checks with efficiency and accuracy. Balance and key encoded items while meeting all deadlines. Responsible for record storage and retention of all items processed for Retail Lockbox. Recipient of  the USBANK Five Star award three times for error free excellence. 
2003 - 2008   Guaranty Bank and Trust Company 



Dispatch Clerk II, Data Processing


Interact and nurture good relationships with couriers. Open and process the incoming work from all branches. Maintained an incoming daily work log for management review. Responsible for training new employees on Item Processing procedures to ensure quality of work. Key rejected items and prepare adjustments as necessary to meet strict deadlines for Federal Reserve. Transmit files in an accurate and timely manner.  Print and process monthly Bank statements.
