	
	


Julia DeLisa-Hook
2103 S. Xavier St.  (  Denver, CO 80219  (  (720) 318-1006  (  juldhook@hotmail.com
Innovative payroll professional known for accuracy, organizational skills and attention to detail. Payroll career spans 17 years of experience with full cycle payrolls, including commission, certified and multi-state. Accomplished analyst with the ability to identify challenges, analyze business and client needs, create processes, document and implement procedures to assist department efficiency. Experienced in analyzing and creating streamlined processes to achieve maximum work efficiency. Specialized in tax laws regarding multi-state, 125 cafeteria plan, relocation and 401(k). Excellent customer service skills with extensive experience in training payroll concepts. Team oriented with a focus on customer service.
Professional Experience
PROBUILD COMPANY, LLC – Denver, CO

Lead Payroll Tax Specialist 08/10 to Present
Created and implemented quality control audits to ensure payroll compliance and tax reporting requirements. Created metrics, department policy and procedure changes to enhance accuracy and efficiency. Trained payroll processers and tax specialists on payroll concepts, including state reciprocity, tax certificate validation, taxation compliance and proper taxation of exception pay items. Collaborate with various state and local taxing agencies to resolve tax and compliance issues. Research tax policy changes in federal, state and local agencies. Audit and validate liabilities transmitted by payroll tax service provider. Research and reconcile tax returns, agency notices, balance invoicing and resolve payment discrepancies. Review and reconcile monthly, quarterly and annual filings as prepared by payroll tax service provider. Prepare amendments and payroll correction items for payroll tax related items. Recommend communications and guidance needed for the Payroll Team and others on tax and compliance issues. Create job aides and training for Payroll Team regarding procedural changes. Support internal and external audits. Assist with the implementation of process improvements as needed based upon audit findings. Ensure that transactions are properly supported and are in accordance with accounting practices and other regulatory requirements. Ensure compliance with records retention policies and requirements. Perform payroll reconciliations and analysis to verify accuracy of payroll processing. 
Key Results: 
· Created streamlined processes increasing the efficiency and reducing over time of the Payroll Tax Team by 40%.
· Reduced taxation errors on exception pay items by 100%.
· Created a training and workload management program for Payroll Tax Team which was adopted by other areas of Payroll and HR.
EBERLS CLAIM SERVICE, INC. – Lakewood, CO
Payroll Tax Specialist, 05/06 to 08/10
Responsible for all payroll liability accounts associated with temporary employee payroll. Report and pay all Federal, State and local tax liabilities for over 1200 temporary employees in 46 states. Manage all payroll deduction transactions; including garnishments, 401(k) and cafeteria plan. Responsible for month end closing reports and reconciling all accounts payables to the general ledger. Maintain payroll deduction database and all payroll liability transactions for annual audits and reconciliations. Provide customer service to both office and field employees regarding payroll issues. Payroll Department lead for testing and implementation of total software conversion from dos based software to web based ERP. Trained and supervised seasonal contract labor force, typically between 5-10 people per storm season. 
Key Results: 

· Implemented quality control audits to ensure accuracy and timely resolution of errors.
· Created a multi-state payroll tax handbook and training procedures to maintain Federal, State, and local tax compliance.  
· Saved the company over 8% in unemployment costs by creating an unemployment benefits tracking system (for temporary employees) to guarantee accuracy of account charges. 
LMC RESOURCES – Denver, CO

Payroll Specialist, 02/03 to 08/04

Responsible for processing weekly, bi-weekly and monthly payrolls for 17 clients. Through a combination of time and labor uploads and data entry processes, produced approximately 1500 pay checks each month. Processed out of sequence checks for terminations, corrections and adjustments. Input employee data related to payroll, including Federal and State tax certificate elections, direct deposit and garnishments. Audited and maintained accurate records regarding hours worked, paid leave and employee deductions. Created and maintained job aides documenting processes and procedures for each client’s payroll. Provided customer service to client contacts which included payroll reports, educating employees on how to read their pay stubs and other payroll related issues. 
Key Results:

· Through quality control audits provided clients with 97% accuracy.

· Expanded my knowledge as a payroll professional to include multi-state payroll issues such as reciprocity and local taxation. 
MOUNTAIN MOVERS – Denver, CO

Full Charge Bookkeeper, 3/95 to 3/03 
Responsible for all payroll and accounting activity. Processed payroll for 20 employees. Responsible for tax filing preparation, including withholding, unemployment and sales & use reporting. Managed receivables, collections and payables. Maintained and reconciled general ledger accounts using generally accepted accounting principles (GAAP). Collaborated with accounting firm to verify accuracy of all quarterly and annual tax filings and remittances.   

COLORADO SECURITY PRODUCTS – Denver, CO

Full Charge Bookkeeper & Office Manager, 4/98 to 6/00

Hired, trained and supervised office staff, including administrative assistants, dispatchers, and retail sales employees for seven locations in the Denver Metro Area. Created and implemented grassroots marketing campaign which increased gross sales by 35%. Created, documented and implemented a new compensation program for field technicians. Responsible for all payroll and accounting activity. Processed payroll for 35 employees. Responsible for tax filing and payment remittance, including withholding, unemployment and sales & use. Managed receivables, payables, collections and customer alarm reports. Maintained and reconciled general ledger accounts using generally accepted accounting principles (GAAP). Collaborated with accounting firm to verify accuracy of all tax filings and remittances. 
Education
Regis University – Denver, CO 1995-1999  

Business Administration/Finance
Technology Summary
MS Office (Word, Excel, PowerPoint) ( Microsoft Dynamics SL ( Cougar Mountain ( QuickBooks
ADP Enterprise ( ADP ReportSmith( ADP AdjustMate ( Kronos 
