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Professional Summary

Over 30 years of payroll and general accounting experience including preparation of payroll taxes, journal entries, payroll reporting and assisting in preparation of corporate financial statements.  Have managed all aspects of a payroll department including supervision of various staff, from Payroll Clerks to Accountants. Responsible for all phases of corporate cash management for over five years.  Have worked in industries including automotive, property management, construction, oil & gas, food distribution, retail and insurance.

Computer Skills

Windows XP, MS Office (including Excel, Word and Outlook), ADP, MAS 90, RealWorld, CARMan, Ultipro, Oracle, and Ceridian.

Experience

NextMedia Group

Payroll and Benefits Manager

Oct 2010-Present 

Supervise payroll clerk in preparation of semi-monthly payroll. 

Prepare payroll journal entries.

Reconcile payroll general ledger accounts.

Maintain and reconcile all employee benefit plans.  

Resolve discrepancies in the payroll and benefits areas.

CH2M Hill 

Payroll Tax Accountant                                                                                                                               Sept 2009-Oct 2010 
Prepare and file federal, state, and local tax returns for 50 states and Puerto Rico.

Reconcile employee benefit deductions.

Forest Oil Corporation    

Senior Payroll Accountant                                                                                                                   Oct 2007 to Sept 2009
Responsible for the preparation of bi-weekly and semi-monthly payroll. 

Prepare payroll journal entries
Reconcile payroll general ledger accounts

Prepare and file payroll taxes

Sygma Network

Lead Payroll Administrator







  

July 2000 to July 2007 
Responsible for the preparation and transmission of a bi-weekly payroll for 1200 employees.     
Supervise payroll clerks in payroll preparation.
Prepare payroll journal entries.
Reconcile employee A/R , Union Dues, and other employee benefit accounts.
Automotive Avenues/ The Bentley Companies                                                                         

Payroll & General Accounting Supervisor

June 1995 to June 2000 

Responsible for supervision of payroll clerks and numerous accounting temporary employees.

Responsible for corporate bank account, monitor daily cash flow for all three Bentley companies and resolve cash shortage problems.

Converted payroll system from MAS 90 to ADP and implemented “E-time” electronic time clock system.

Reconcile medical, dental, cafeteria plan and employee auto/home insurance account.

Resolve conflicts within Payroll Department in regards to incorrect payroll or ADP errors, diplomatically and efficiently. Act as company liaison for employees to address questions and concerns relating to payroll.

Prepare all inter-company transfer journal entries.

Participated in various process improvement teams.

Analyze all monthly journal entries and departmental reports.  Review discrepancy reports to make sure all funding is taking place properly.

Prepares, completes and mails tax deposits related to the 401(k) and completes 945 form on an annual basis.

 Amerimar Realty Management Company                                                                                         

 Payroll & Accounts Payable Accountant

 Aug 1991 to May 1995

Responsible for the processing of accounts payable for three of the properties, which included two office towers and an apartment complex.

Managed the Payroll Department, this included the processing of ADP payroll, preparation of semi-monthly journal entries, maintenance of the employee health, dental, life insurance, and 401 (k).

Maintained payroll and accounts payable files, reconciled bank statements.

 Additional Training

ADP Training

Beginning Access

Essence of Deming Management Theory

Myers-Briggs Personality Inventory/Teambuilding Training


