LINDA GOETZ								
7971 S. Elati Circle							(303)  815-8182 cell
Littleton, CO.  80120							lindagpay@gmail.com
			
SKILLS: 
Payroll Systems:  					Ceridian Windows &Web based systems
· ADP PCPW Windows				Prestige PC and HP payroll systems	
· ADP Web base PayExpert & WorkForce	Familiar with Quick Books
· Familiar with Kronos Timekeeping sys.		Familiar with Peachtree Acctg. System
· ADP Easy Labor Time System			Paychex Preview Payroll
· ADP Enterprise system				B of A Paynet Plus Payroll
· Microsoft Time Access system			HRB (ADP HR & Benefits)
· Saas P/R, HR, Benefits integrated system
			
Other: 					             
· Workers’ Comp. reporting and audits			  	
· Report Writer 				  	Verification of Multi-state Payroll Taxes
· Benefit Accrual (Vac./Sick) processing		State Tax Registration
· Year End and W-2/W-2c preparation		Employee Wage Orders/Garnishments  		
· 401Kand 5500 Annual Discrimination testing	Daily Cash Deposits/Bank Transfers
· MS Word and Excel				Unemployment Claims/EEO reporting
· Manual Checks					Adjustment Runs/Mo. End/Quarter End Runs
· Payroll System Conversions			Payroll Staff Supervision
· Stock Dividend Payments/Letters		HR & Benefit Deduction/Insur. Admin.	
· Office Management				Insurance Open Enrollment 
· Budget Analysis/Cost Allocation		Calculated Commissions
· Interviews/Training/Appraisals 			Streamlined Processes/Workflow 
· American Payroll Association      		Improvement Team Processes					            Member	 		401k & Profit Sharing 
		             		
  EXPERIENCE:
10/08/2012 to present
Sr. Payroll Client Administrator		Mosaic Payroll Solutions	Greenwood Village, CO
Process and train clients on Saas integrated Payroll/HR/Benefits/Time & Labor  modules.  Collecting and timely preparing employee data and maintenance, human resource/benefit information for scheduled payroll processing’s. Balancing information received, and creating automated clearinghouse files. Daily phone communication, and instruction for clients requesting payroll processing or help to administer remotely.
7/22/11 to 8/31/2012
Sr. Payroll Coordinator		Orica, Inc.			Watkins, CO
Preparing all payroll functions for two companies, 1200 employee’s on Weekly, and Bi weekly basis thru ADP HRB/PayExpert. Input all New Hires, Employee Change data, Insurance, and Deductions, Manual Cks., and Wage Garnishments to ADP.  Process Microsoft Access program hour’s time file daily to upload into ADP Easy Labor, and run daily reports to send out.  Also, verify ADP Time and Attendance hours to prepare download files to ADP Easy Labor.  Verify Vacation policies, set up and adjust vacation balances.  Assist and verify assigned Year End projects.  Answer heavy phone call volume.  Run reports as needed. ( Job discontinued due to Co. restructure).

Sr. Payroll Administrator	PROBUILD, Inc.                      Englewood, CO.
12/17/2010 to 7/22/11
Prepare all payroll functions and transmit Weekly and Bi Weekly payroll for up to 5000 employees on Enterprise ADP system.  Lead 2 payroll Administrators with heavy auditing,  prepare adjustments, commission payments, manual checks, adjust vacation balances, up load various files, and time files, bonus runs, run reports,  prepare month end, and year end processing.

Payroll Accountant
 2/22/2010 to 4/27/2010
(Contract Position Completed)          SERIO Physicians Management            Littleton, CO .
1. Prepared complex pay for Physician’s, and Hospital Assistants Semi-Monthly & Monthly for approx. 200 on Paychex software.  Prepared Insurance, Café Plan, HSA, and 401k payment distributions after each payroll, and prepared monthly Journal Entries through Peachtree Accounting system.  

Payroll Specialist
10/29/09  to 1/30/2010                         AlloSource, Inc.		        Centennial, CO.
(Contract Position Completed)   Good References
Contracted to prepare all functions for the Semi Monthly payroll, included uploading timekeeping files into ADP payroll for 400 emp.s.    Verified Unemployment Claims, verified Payroll Taxes, and prepared Year end, and W-2’s
           Payroll Specialist
2/2008 to 9/2009  (Layoff)		PayTech, Inc.  		       Greenwood Village, CO
	Payroll Specialist
1. Responsible for all duties in processing client payroll on ADP and Ceridian systems.  Semi-Monthly, and Bi-weekly payrolls, up to 900 Employees.
1. Preparing new client on-boarding, system set up, preparing Net to Gross calculations, retro pays, auditing, create deduction set up, enroll benefit information onto insurance and benefit administration sites, calculate timecards, prepare vacation/sick accrual adjustments, along with various requested entries to complete each pay cycle meeting client needs.
1. Year End preparation
1. Assist with employee questions, recording calls by client to call center, each pay cycle.  Maintain high level customer service, preparing payroll needs as client requires.
1. Stay current with pay practices and policies.

10/2007 to 2/2008
(Contract Completed)		RE/MAX International, Inc.		       Englewood, CO
Benefits Processor	Contract position to January 31, 2008.
1. Responsible for all new hire entry, employee maintenance and data changes, 401k changes entry, and insurance enrollment on Ceridian web system.  Set up company pay codes and job codes, FSLA, etc. Prepared New Year Open Enrollment various benefits set up for 450 employees and processed data entry for 2008 enrollment.  Daily projects as assigned. 


5/2005 to7/2006			Milstein, Adelman, & Kreger, LLP.	       Santa Monica, CA	
Payroll Supervisor	         
1. Processed all required payroll functions Semi-Monthly & Bi-Weekly on ADP system for 10 companies. Payroll conversion to ADP web base Pay Expert system for 2006.
1. 401K reporting, Manual Checks, processed Insurance and Benefits, Workers’ Compensation, Wage Orders, paid scheduled Senior attorney Quarterly Bonus payments
1. Created required reports on Report Writer, set up and maintained employee Vacation/Sick/Holiday accruals, updated payroll system, and verified Tax Deposits 
1. Daily Cash Deposits, posted cash to G/L on accounting system
1. Year End and W-2 processing. 


10/2004 to 3/2005	            M2 Automotive, Inc.		    Santa Monica, CA
Payroll Manager 		(Layoff due Company closure April 30th, 2005)
1. Process all required functions of an 800 employee payroll on Ceridian/ADP Bi -Weekly.
1. Prepared payroll conversion to ADP by New Year 2005
1. Process large volume employee New Hire maintenance and Final Pay Checks
1. Calculate employee Commissions
1. Processed payroll adjusting entries, i.e., Back Pay calculations, Retro pays, Commissions payments, and many Deduction adjustments each pay period.  
1. Processed large volume employee Wage Orders (65% of payroll)
1. Prepared Year End, Adjustment Runs, and W-2’s, and W-2 Corrections.


8/2003 to 2/2004			Pacific Dental Services, Inc.		Costa Mesa, CA
Payroll Supervisor	             	                 	 
1. Processed all required payroll functions for the Payroll Dept. for 1000 employees Semi- Monthly. Commission payments.
1. Updated Ceridian software system information
1. Wage Orders
1. Large Volume - Manual check processing
1. Benefit Deduction administration


8/2001 to 8/2003	                          Arden Realty, Inc.			Santa Monica, CA
Payroll/Benefits/HR Administrator
1. Processed all functions of the Payroll, Benefits, and Human Resource administration.
1. Workers’ Compensation processing, and 5500 & 401K discrimination testing, EEO reporting, insurance administration, unemployment claims.

1/2000 to 8/2001			A & R Telecom, Inc.		      Long Beach, CA	
Payroll/Office Manager    	(Company Layoff)
1. Processed all functions of Payroll on ADP, Human Resources, Insurance and Benefits
1. Office Management of Customer Service Dept., Invoicing/Billing/Pricing. Oversee Accts. Payable function.


1997-1999		                Healthcare Partners, Inc.                 Torrance, CA
Payroll Manager
1. Supervising staff and processing Bi Weekly 1900 emp. Payroll. (Ceridian)
1. Budget Analysis/Cost Allocation	Procedural Workflow Building Team Exp.

Also:  Other experience in payroll prior to above…

EDUCATION:
Los Angeles Valley College  		Sociology		Van Nuys, CA			                                     
Arapahoe Community College	Psychology-Behavioral Studies  	Littleton, CO			
Westchester Adult School 	Bookkeeping-Accounting 	Westchester, CA
