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SUMMARY

· Successful implementation of new bonus and payroll programs, systems, and schedules.
· Full design, configuration, testing, and training of Kronos Time & Labor 7.0.
· In depth experience with system implementations from determining what platform or software to use to the smooth and completed new systems in place.
· Excellent knowledge of ADP (multiple platforms), Report Smith, PeopleSoft/Oracle/JDE Enterprize, Deltek and Costpoint, Kronos, Compupay, Timestar, ABRA, Changepoint, Paychex, Ceridian, and Crystal Reports, Query Building with Oracle and Sanjel’s internal Bonus and Overtime systems.
· Extensive experience in payroll processing, HR processes and Procedures, Benefits implementation, administration and processes, Drug and Alcohol Programs for a large or small company.
· Thorough knowledge and experience with prevailing wage and certified payroll requirements, rates and related information including SCA.
· Understanding of compensation and benefits plans as well as budgeting and forecasting for these.
· Providing HR process flow as well as successful disciplinary program and leadership development including managing and monitoring PTO/vacation policies and accruals.
· Extensive experience in journal entries, month and year-end processes as well as benefit accruals.
· Ability to create, calculate and complete commissions plans, targets, and packets for approval and payroll on a monthly and quarterly basis.
· Overseeing HR reporting and Safety compliance issues and improvement.
· Thorough knowledge of payroll and benefit laws, rules and regulations; including garnishments, payroll taxes, W-2’s including W-2c’s, HR rules and regulations.  Studying for SPHR.
· Excellent Knowledge in Microsoft Excel, Word, Outlook and Access.
· Proficient in monthly bank reconciliation’s and all aspects of accounting in most computer systems.
· Excellent teamwork, manages groups of employees in a highly effective and positive environment.
· Functions very well under pressure while providing great customer service to all.
· Very competent with company policies and procedures, professionalism, and work ethic.
· Able to handle several tasks simultaneously with a high degree of accuracy meeting deadlines.  


WORK HISTORY

· Jefferson County Government (long term contract position)
· Implementation Specialist/Payroll Manager     July 2013 – Present
· Assist the county with a full pay cycle and pay date change including transition assistance for employees.
· Design, configure, and test Kronos for full implementation within the entire county.
· Assist the Payroll team with payroll process, functions, and employee issues as needed.
· Completed full enrollment for all employees of transition assistance through JDEdwards and open enrollment.
· Prepare communication strategy as well as attend and run a booth for all open enrollment fairs regarding payroll change and transition assistance.
· Work with all county employees regarding payroll change and all components of that, 401k, benefits, garnishments/wage attachments, etc
· Design full training program for all county departments and divisions for Kronos system and implementation.
· Assist PIO and Sheriff’s office in addition to other county divisions with communication roll outs of both payroll changes and Kronos implementation.
· Verify and complete full accrual audit and transition for system of record change to Kronos for entire county.


· KeyPoint Government Solutions
· Payroll Manager                                     April 2011 – September 2012
· Complete automation of all systems and from T&E and accounting system to ADP and HR.  Currently Deltek/Costpoint, ADP PayEX/HRB (moving to Workforce Now).
· Responsible for all aspects of the payroll process, policies, system functionality, implementation, etc.
· Manage payroll department, define job duties, and analyze processes and procedures for improvements.
· Annual audit of 401k and 5500 filing, annual workman’s compensation audit, and other audits required by the government or any other agency.
· Ensure HR and payroll processes and communication is smooth, paperwork is accurate, audited and seamless.
· Stay current with any law and regulation changes as well as tax changes, confirming that we are compliant and following all.
· Auditing SCA regulations, and our employee SCA information to ensure all employees are fully funded and the company is within the guidelines.
· Communication to all employees regarding any process, policy or other necessary changes within the organization.
· Work with HR regarding benefit enrollment, changes, and plan and open enrollment changes also.


· Gaiam, Inc. 
· Payroll Manager                                      October 2009 – April 2011
· Successful implementation and management of new Time & Attendance system (Timestar) to include job costing details, training, and automation fully into accounting software as well as payroll software.
· Manage all payroll and compliance requirements for all prevailing wage jobs including completion of certified reports and restitution on old jobs where needed.
· Resolve and proactively handle all acquisition tax filing requirements as well as resolving all past and present tax filing issues for all entities including W-2’s and workman’s compensation.
· Complete and assist team with annual 401k audit, census, 5500 filing and compliance issues as needed in regards to the plan.
· Oversee payroll process and auditing within department as well as implementing new procedures and policies where needed.
· All payroll and HR systems (ABRA, Compupay, Crystal Reports) mass updating, functionality, process, training, implementing within the department and vendors.
· Team building and development within my department to include education, management, training, moral etc.
· Manage and complete needs from accounting, finance, and senior management when requested for reports and information from payroll and HR.


· MegaStar Financial Corporation                 
· Payroll Manager                                       August 2008 – October 2009
· Handle all aspects of semi-monthly payroll with ADP/Report Smith systems including PTO tracking, Timeforce time and attendance system, garnishments, benefits deductions and enrollment, workman’s compensation filing and audits, 401k 5500 form and annual audits.
· Responsible for New Hire orientation and set up as well as benefits presentation and follow up.
· Reconciles benefits billings with company records for correct billing and accounting for all benefits.
· Manage, calculate, audit and process through payroll all employee commissions on a semi-monthly basis including new employee commissions pay structure set up.
· Auditing and completing W-2’s and any W-2c’s if necessary as well as all required filings for taxes, workman’s compensation, benefits, and all other payroll and HR requirements.
· Responsible for reviewing and implementing new systems for payroll, commissions, Timeforce, benefits when requested or necessary for the benefit of the company.
 


· Sanjel (USA) Inc.                                                
· HR/Payroll Supervisor                            January 2007 – February 2008  
· Successful and smooth implementation to Oracle system for Payroll, HR, and full accounting system from ADP, Sage and in-house systems.
· Development of HR and payroll processes and procedures within a team atmosphere to be smooth and with a low error ratio.
· Assisting with implementation of benefits management and new plans for the company.
· Managing payroll for the US as well as the 401k administration to be a successful operation.
· Assess current Vacation, PTO and leave plans to be compliant within each state, the employees and the organization. 
· As HR Supervisor managing investigations and HR issues with management, employees and the team as a whole.
· Monitoring the workman’s compensation plans and audits for accuracy and competitiveness within the industry.
· Moving the Drug and Alcohol Program to the US smoothly and with team effort building the process.
· Administration of the US benefits programs and process for compliance and top quality service.


· WJ Bradley Company
· Payroll Manager                                           December 2005 – January 2007
· Manage all payroll functions for all companies owned, process semi-monthly, weekly, and bi-weekly payroll.
· Assist with HR issues, guidelines, and process for the head office and 5 subsidiaries.
· Write all payroll policies and procedures, ensure all new acquisitions are smoothly transitioned into Paychex and all employees of those companies are following our policies and procedures.
· Audit all tax filings for all entities and ensure timely and proper payments filings.
· Receive all payroll changes and benefit changes, updates and audit all for accuracy.
· Paid all garnishments and benefit payments, including 401k deferrals, flexible spending payments and auditing the insurance bills for correct deductions. 
· Implemented new benefits programs for the companies.
· Run reports to show all mortgages closed and calculate commissions for sales staff to be paid monthly.
· Provided customer service to all employees and manage the staff at the companies to be one team and ensure good communication and smooth process from the branch level up to corporate.
· Ensured all terminations and new hires were handled timely and paid accurately based on each state's requirements. 


· Ciber, Inc.
· Payroll Specialist                                                 May 2004 – December 2005
· Process bi-weekly payroll for 1000 employees including 700 federal employees working on government projects through PeopleSoft/Oracle payroll, Changepoint and Deltek time and attendance systems.
· Handle all benefit and HR issues and questions, very hands-on based.
· Provide excellent customer service for branch administrators and employees all over the country with payroll and benefit questions, concerns, and issues.
· Train other employees in the department and other departments on payroll issues, processes, policies and procedures as well as Human Resources policies and procedures.
· Complete payroll procedures and update such procedures to comply with Sarbanes-Oxley and other regulations.  Successful implementation of Sarbanes-Oxley regulations and process flow.


· Krone, Inc.
· Payroll Coordinator                                     September 2002 – May 2004
· Training and implementation of becoming ISO/9000 certified.
· Drug and Alcohol program monitoring and maintenance.
· Complete Semi-monthly payroll for company through ADP system. 
· Maintaining companies benefit program and implementation to all employees.
· Calculating commissions for three separate plans on a monthly and quarterly basis.
· Create and complete the final commission packet for approval in Microsoft Access and Excel.
· Balance payroll journal entries and benefit accruals including reconciling all payroll accounts.
· Dealing with state and federal agencies in regards to 941’s and all payroll taxes, reports, and garnishments.
· Handled all employee issues regarding benefits, HR issues, PTO, vacation, direct deposits, and garnishments.
· Completed monthly headcount report consisting of budget vs. accruals also assists with payroll wires and bank issues.


EDUCATION
· Working towards SPHR certification                     
· Studying and implementing processes, test to follow.
· Certified Payroll Professional                                  In Process
· Taken all classes, implementation of rules and regulations, test to be taken within 6 months.
· Normandale Community College                            Associates
· Office Systems and Management
· Hennepin Technical College                                   
· Accounting

