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Payroll Manager






  Grand Peaks
· Use ADP Workforce Now to pay approximately 300 employees in 2 different companies.
· Responsible for collecting various Bonus/Commissions information, building a spreadsheet and then uploading into it into ADP.
· Responsible for doing all employee verifications.
· Collected data from Time Keeping system & verify information is accurate, make changes when needed.

· Created reports using ADP Reporting, formatting them in Excel. 
· Responsible for the 401K audit for 2022
· Make all changes to 401K and approve loans and withdrawals.
· Implemented new processes, policy, and procedures 

· Responsible for entering data in ADP & auditing employee changes. 
· Helped review new payroll/HRIS systems to find the best solution for Grand Peaks upcoming needs.
· Responsible for balancing quarterlies and W2s at year end.
· Set up new tax IDs for different States as needed for growth into new locations. 
· Responsible for transmission of semi-monthly 401K amounts, reporting and audits.
· GL responsibilities included setting up the import of the payroll entry and making sure the GL tied to payroll and all benefits including 401K, medical, workman’s comp etc.

· Helped clean up benefit issues from previous enrollments and ensure they were correct in the HRIS system.
· Responsible for preparing documents and conducting audit needed for Workman’s’ Comp.
12/20-09/2022


Payroll/Benefits Professional






Various Companies
· Implementation of new HRIS UKG Ready system
· Ran payroll from timecards to taxes for approximately 200-20,000 employee’s. 
· Created Cigna Supplemental billing with accounting codes.
· Set up and completed reports for Unemployment, Workers Comp & others.
· Administered all benefits for employees.
· Administered ACA reporting, gather and report all required information to agencies for tax purposes.

· Responsible for keying in all payroll changes and making sure timecards are completed and accurate.
· Analyzed payroll numbers for accuracy & reported to C-Level about fluctuation in financial numbers. 
· Effectively completed Open Enrollment on time helping employees with on-line and forms applications
· Proven ability in timely and accurate project management, problem solving, and conflict resolution.
· Set up new States with IDs for the Company and all payroll tax items.
· Analyzed payroll data for accuracy & compliance to regulations such as FLSA, & other regulations

· Collected data from Time Keeping systems & verify information is accurate, make changes when needed.

· Using various HRIS systems such as ADP WFN, Paychex, Paycom, UKG, & many others, created reporting
· Implemented new processes, policy, and procedures 

· Completed all tasks needed for balancing W2s at year end

· Helped with 401K administration, and audits.
· Responsible for Supervising a payroll team of 10 using People Soft as an HRIS system.
· Processed payroll for international countries such as Canada, UK, Japan, Asia and others
03/17-11/20



 Payroll/Benefit Director
 RSG/Jack Rabbit__
· Completed all HRIS duties setting up 3 new Company from on-boarding, HR, Benefits and Payroll
· Responsible for approximately 3000 employee’s payroll, taxes, & benefits
· HRIS administrator for ADP ‘Workforce Now’ platform
· Set up all benefits in ADP including Medical, Dental, Vision & any others creating the electronic transfer
· Completed all Unemployment, Workers Comp & 401K forms
· Responsible for all Office Manager duties for corporate office
· Administered ACA reporting, gather and report all required information to agencies for tax purposes.
· Analyzed & audited all Benefit accounts to the General Ledger.
· Analyzed payroll numbers for accuracy & report to C-Level about fluctuation in financial numbers. 

· Proven ability in project management, problem solving, and conflict resolution.
· Responsible for setting up new States with IDs for the Company that was in 25 states. 
· Analyzed payroll data for accuracy & compliance to regulations such as FLSA, & other regulations
· Created job descriptions and interviewed applicants for open positions.
· Collected data from Time Keeping systems & verify information is accurate, make changes when needed.
· Created reports using ADP Reporting, Report-Smith, formatting them in Excel. 

· Responsible for implementation of new processes, policy, and procedures 

· Entered all data in ADP WFN & audited all employee changes. 

· Completed all tasks needed for balancing W2s at year end
· Responsible for helping with 401K reporting and audits.
· Responsible for auditing positions to ensure they are classified correctly.
· Analyzed positions for ACA purposes to ensure compliance.
· GL responsibilities included setting up the import of the payroll entry and making sure the GL tied to payroll and all benefits including 401K, medical, workman’s comp etc.

· Prepared documents needed for Workman’s’ Comp audit.
· Manager of HR/Payroll Coordinator responsible for onboarding all new hires and other projects.
· Manager of all payroll specialists

03/08-03/17


      

 Professional Services
HR/Payroll/Benefits Manager/Analyst
· Responsible for applying all Payroll functions from onboarding new hires, timekeeping, benefits, to taxes using ADP.
· Administer all benefits including 401K, Medical, Workers Comp, Dental, Unemployment & others.
· Manager of 20-23 employees responsible for paying employees in multi states.
· Responsible for the Certified Payroll for about 100 employees

· HR Administrator for all HR administration duties including benefit administration.
· Responsible for approximately 2300 employee’s payroll, taxes, and deductions/benefits

· Create job descriptions and interview applicants.
· Responsible for open enrollment meetings

· Responsible for setting up new Companies with State ID’s that are Multi State in Pay Force

· Analyze payroll data for accuracy & compliance to regulations such as the FLSA, & others

· Worked with Certified payrolls in a landscape environment as well as various unusual contracts.
· Collect data from Time Keeping systems & verify information is accurate, make changes when needed.
· Create reports using ADP Reporting, Report-Smith, Crystal others formatting them to Excel used by CFO’s.
· Responsible for implementation of new processes, policy, and procedures as well as training employees & managers

· Responsible for completing and auditing new hire paperwork and creating new forms to help with that process.
· Responsible for balancing W2s at year end with all associated duties including 401K reporting and audits.
· Worked as senior payroll processor using SAP as consultant in various Companies. 
· Responsible for creating and maintaining spreadsheets used by Management using pivot tables & V Look up.
· Worked at ADP with the Administration of Benefits during open enrollment using their Total Source product.
· Used ADP WFN software, Pay Expert, EZ Labor, PCPW, Enterprise, Pay Force and Total Source. I have also used Paychex, Paycom, Paylocity, Ceridian, and SAP for the administration of payroll.

State of Washington
Manager of 7, Payroll, Benefits & HR duties for 15,000 employees for 13 years
EDUCATION
      South Puget Sound College-Olympia, Washington
Business/Accounting and Management

