KRIS COLLINS
Dacono, CO 80514 | (H) (970) 690-8771 | sunshine_kc@hotmail.com
professional summary
Detail­oriented Payroll Specialist with over 10 years in payroll processing and administration. Assures ongoing compliance with federal and state laws. Extensive background in human resources, accounting and finance. Proficient in Outlook,
Microsoft Word and Excel.
skills
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Payroll Administration
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Payroll and benefits coordination

MS Office proficient Exceptional organization Account reconciliations Effective time management Superior attention to details Human resource laws knowledge


Accurate and detailed Certified in 10-key 
Pleasant demeanor

Advanced clerical knowledge Spreadsheet management Federal/State tax preparation Customer relations


work history
	Payroll Clerk
	Aug 2011 - Jul 2012

	Complete Energy Systems
	Frederick, CO

	Perform bi-weekly payroll for 3 oil and gas companies.
	

	Process individual timecards for over 500 employees, calculate and double check for accuracy.

	Utilize UltiPro software for payroll processing.
	

	Computed taxes owed by applying prescribed rates, laws and regulations.
	

	Analyzed and researched reporting issues to improve accounting operations procedures.

	Streamlined daily reporting information entry for efficient record keeping purposes.

	Communicated with employees to identify and resolve outstanding payments.
	

	Reviewed and confirmed that all final paid hours corresponded with timesheets and state laws.

	Internet Services CSR
	Nov 2010 - Apr 2011

	Crocs
	Boulder, CO

	Effectively managed a high­volume of inbound customer calls.
	.

	Gathered and verified all required customer information for tracking purposes.

	Defused volatile customer situations calmly and courteously.
	


Managed customer calls effectively and efficiently in a complex, fast-paced and challenging call center environment. Resolved service, pricing and technical problems for customers by asking clear and specific questions.

	Managed high call volume with tact and professionalism.
	

	Initiated operations improvements to improve overall call center productivity.
	

	Unemployed
	Aug 2009 - Nov 2010

	*
	

	System Technician/Payroll Auditor
	Mar 2008 - Aug 2009

	Corporate Express, A Staples Co.
	Northglen, CO


Perform daily banking processes in relation to the payroll bank accounts by running various reports to ensure direct deposits, reversals, stop payments and bank routing data is accurate and no errors have occurred.

Perform a variety of audits to determine errors and out-of-balance conditions. Responsible for correcting errors on a timely basis.

Determine root-cause of errors and work with systems team to resolve.

Process all weekly and monthly accounting reports along with reports for tax. Work with appropriate department to reconcile any differences.

Research and track data for outstanding payroll checks and unclaimed payroll wages and coordinate with Tax department to report data to applicable state agencies.

Process all multi-system interfaces and audits reports for complete and accurate data. Respond to all inquiries regarding monthly payroll reports.

Review garnishments for compliance and accuracy.

Process Social Security number verifications to SSA.


	Payroll Administrator
	Oct 2007 - Mar 2008

	BI Inc
	Boulder, CO.

	Performed the full range of payroll functions and record keeping activities including: processing of new hires,


terminations, status changes, tax changes, deductions and direct deposit; computing and processing timesheet/clock data, rate changes, retroactive adjustments and special pays; maintaining vacation, no-fault and age/earnings records; compiling and posting payroll entries to the G/L including month-end accruals.
Reviewed and processed deductions for levy, garnishment and child support orders; payments for various benefit deductions including 401(k) contributions and benefit premiums.

Research and resolved employee payroll issues. Maintain internal PR database files and tables.

Responsible for payroll tax administration including state application filings, review of quarterly and annual tax

	reports/filings, researching and resolving issues around discrepancies.
	

	Maintains internal PR database files and tables.
	

	Communicated payroll policies and procedures to employees, supervisors and managers.
	

	Review a.
	

	Payroll Specialist III
	Apr 2005 - Sep 2007

	UAP Distribution, Inc
	Greeley, CO.

	Input time sheets into payroll system.
	

	Input W-4 and Tax changes, Direct Deposits, Garnishments, and General Deductions.
	

	Review error reports and make corrections as necessary.
	

	Verify Batches for accuracy.
	

	Review Payroll Registers and other payroll reports, for reasonableness.
	

	Manage current Garnishment, Child Support, Tax Levy's, and Bankruptcy orders.
	

	Research payroll errors to general ledger as requested.
	

	Answer telephone inquiries.
	

	Verify Time Cards against time sheets.
	

	Request hand checks by online check process.
	

	Request stop-payment, void checks and ACH reversal.
	

	Prepare multi-state tax returns necessary to make tax withholding and unemployment tax payments.
	



education
	Certificate of Management
	

	University of Utah
	Salt Lake City, UT

	Certified Payroll Professional
	2006 - 2012

	American Payroll Association
	*


additional information
* Volunteer Transport driver and overnight housing for Pet Pals of Goshen County, and other non-profit animal shelters. I provide overnight housing and transportation for homeless pets between Denver and other cities, to allow them a greater chance of finding "forever" homes. * Volunteer desk-top publisher for Misha May foundation. I provided desk-top publishing services on the quarterly newsletter, to assist in fund raising and help homeless pets adopt their new parents. My volunteer work has prepared me to deal with all kinds of unexpected situations with empathy and understanding for all parties. By building relationships with organization personnel, I have learned the value of interpersonal relationships, networking, and common courtesy towards others - skills that can increase the bottom line of your company and improve employee/customer and employer/employee relations.

