Catherine Donahue
10627 W Layton Place
Littleton, CO  80127
303.260.8622 (cell)
cdonahue196@hotmail.com			

Over 20 years of success in implementing efficient processes.  Proven ability to multi-task and prioritize day-to-day and long term projects.  Possess excellent ability to organize, streamline and attend to fine details.  I have demonstrated ability to work efficiently under stress and busy atmosphere.  I am adept in handling confidential information and situations with tact and discretion.

· Experienced in large, multi-state, weekly payrolls, union reporting, certified payroll, general ledger, EEO reporting and garnishments.  Monthly, quarterly and yearly tax reporting & wage and tax laws. Familiar with Sarbanes-Oxley, & used E-Verify & type 50+ wpm.

· ADP PAYFORCE, VIEWPOINT, MAS90, QUICKBOOKS, ACCESS, CMAS (AS400), PEACHTREE, EXCEL, WORD, ALLSCRIPTS, CPS, SOLOMON, PAYCHEX  and AMCHECK

· Experienced in administering, benefits, garnishments, workers compensation, new hires, terminations and employee files-Recipient of a continuous improvement award

· Ability to take a task, analyze it and create the proper course of action, exceeding expectations in the execution of that task. I have an outstanding ability to organize tasks on several fronts of operation.
EXPERIENCE:
· 2011-2012	TCS Communications, Englewood, CO
· [bookmark: _GoBack]Payroll Manager-multi state, customer service, vested & non vested vacation, sick, tax 401k, certified payroll Wage and tax laws.
.
· 2011-2011	Amazing Care Home Health-Aurora, CO
Temp position-Payroll Admin for 150 employees, Allscripts for billing and payroll, customer service.

· 2005-2010	IHC, Inc. Centennial, CO
· Payroll Manager-Processed 400 weekly multi-state (including CA) paychecks, tax reporting, union reporting, certified payroll reports, customer service and researched tax laws.  Responsible for audits.  

· 2003-2005 	Cablexpress, Englewood, CO
· Payroll Admin-Processed 400 weekly pay checks, tax reporting and reconciling payroll accounts.  Customer service. 

· 2000-2003	Bell Plumbing, Aurora, CO
· Payroll Admin-Processed weekly payroll, tax reporting, daily retail sales and deposits.  Administered health insurance and workers compensation.  Customer service.  

· 1982-1997	M & E Construction, Denver and Las Vegas, NV
· Office Manager-Payroll, A/R, A/P, tax reporting, managed job cost, purchased material.  Customer Service.

Continuing Education:  Completed course work in accounting, lien law, business law, employment law, management, account collections and Spanish.  I am a U.S. citizen.  
