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	Lisa Hendricks

	Objective

	To obtain and secure a position that will enable me to use my experience, organizational skills, my ability to work well with people, quick learning skills, and to have the opportunity to learn and improve my skills for the better.

	Experience

	2007 – 2014
	Washington State Department of Transportation
	Cle Elum, WA

	Secretary Supervisor
Oversee timecard entry and organization of daily and semi-monthly timecards by Fiscal Technician to ensure proper CBA’s, WAC’s and payroll rules were correctly applied; Complete semi-monthly payroll cut off’s on time;
Verify employees pay against payroll reports, assist employee questions regarding over/under payments;
Assist HR Department with the hiring of new employees; gathering new hire paperwork based on timeline to return required forms;
Process 3rd party damages from traveling public;
Issue OSOW, Trip & Fuel permits;
Attend CBA meetings to integrate new CBA rules;
Assist in accounts payable by auditing invoices for correct coding; tax and approving signatures.  
Maintain and process travel expense records; ensures compliance with state and institution regulations and procedures; allocates travel expenses to appropriate budgets; 
Maintain personnel and payroll; calculates salary and benefits costs; initiates, records, and ensures the accuracy of personnel and payroll action documents; 
Maintain purchasing records and resolves problems; reviews, approves and allocates purchases to proper budget and category; ensures compliance with departmental, institutional, and/or granting agency policies, rules, and regulations; 
Maintain leave balances and accruals for full-time; part-time and intermittent employees based on hours worked each month and years of service;
Assist employees with questions or concerns regarding medical, dental, LTD and life insurance, retirement information, deferred compensation, and DCAP;
Assist Superintendent and Assistant Superintendent with day to day operations and requested;

	

	2004 – 2007
	Washington State Department of Transportation
	Cle Elum, WA

	Fiscal Technician II
Maintain and modify fiscal record keeping systems, databases, and spreadsheets;
Compile and computes payroll data from a variety of source documents, such as time records, personnel action forms, contracts, insurance forms, withholding forms, etc.; 
Input payroll and insurance data and performs routine audits to ensure accuracy and compliance with employee authorizations and state/federal requirements; 
Ensure compliance with institutional, state, and federal requirements in payroll procedures, computations, and deductions; 
Maintain accounts and records; authorizes and enter fiscal transactions; 
Assist higher-level fiscal personnel with summary information and analysis of records and reports; 
Prepares audits, verifies, and processes final documents such as vouchers, purchase requests, invoices, receipts, payroll forms and bank deposit verifications; 
Process invoice payments with the procurement card via online bank account; Insure proper fields are completed and all payments are entered by assigned deadline;

	

	2003 - 2004
	Washington State Department of Transportation
	Cle Elum, WA

	Office Assistant
Input daily timesheets for all employees’ area wide; directed phone calls from public and employees; filed confidential paperwork; faxed documents; and made copies; scheduled interviews;
Stacks, stamps, opens, codes, sorts, files or alphabetizes correspondence, records, or materials according to established procedures and predetermined categories; maintains files and records;  
Answer telephones; following clearly established guidelines, answers routine questions; receives and refers visitors; 
Function as a receptionist;
Operate a variety of office equipment such as computer/word processor and associated software, calculator, document imaging, printers, multi-line phone system, and copy machine;  
Proofreads material and identifies areas needing corrections; 
Perform basic arithmetic such as addition, subtraction, multiplication, and division; 
Enter and retrieve data from electronic data processing systems; establishes and updates information; generates documents and correspondence; communicates with others via electronic means; updates computer system files; 
Open and date-stamps incoming mail; learns to sort and route mail; picks up and prepares outgoing mail; learns to maintain logs, lists, rosters, directories, and other records; 
Attend meetings and required training as needed.
Perform other duties as required


	

	2001 - 2003
	R.A.S. Builders, Inc.
	Issaquah, WA

	Office Administrator
Answer and direct telephone calls, open and distribute all incoming mail and faxes, greet and assist vendors and the public, order office supplies, and filed paperwork
Assist office manager with employee’s timecards and certified payroll, ordered plans and specs for awarded projects, created project folders, schedules, contact lists and timelines regarding projects, assisted the VP with scheduling interviews
[bookmark: _GoBack]Assist office manager with accounts payable.

	Education

	1991- 1995
	Cle Elum Roslyn High School
	Cle Elum, WA

	High School Diploma 

	References

	References are available on request.



