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Summary of Qualifications

[bookmark: _GoBack]Payroll background including employee orientation, preparation and processing of payroll ensuring employees were paid on time, payroll audits, training, preparation and approval of manual checks, sorting and distribution of pay checks, and provide reports.  Proficient with Microsoft Excel, Microsoft Word, and EV2/ADP Enterprise and SAP.  Experienced in processing payroll under tight deadlines and providing face-to-face customer service.



Work Experience

Payroll Supervisor (1/30/05 to 11/11)
· Supervise employees
· Prepare monthly headcount for Colorado Market (communicate FTEs to market and division)
· Flex payouts
· GAIN/MAP payments
· Assist with merit process
· Support finance
· Support HR
· Payroll audits
· Approve manual request 
· Successfully merged the former Adelphia employees to the Comcast payroll
Lead Payroll Coordinator (12/7/03-1/29/05)
· Trained co-workers on new processes
· Supported payroll staff with processes and work loads
· Develop reports within the Report smith system
· Perform payroll audits
· Assisted with headcount reports
Payroll Coordinator, Comcast Denver, Co (3/00-12/6/03)
· Perform payroll audits including: local taxes, short-term disability, time off balances, and normal payroll processing audits
· Assisted with conversion from Peoplesoft to EV2/ADP
· Assist Director with headcount reports
· Assist with capitalization reports 
· Train co-workers on Denver region policy and procedures
· Contact Division/EPIC with appropriate discrepancies
· Create and write payroll processes
· Modified the Time Entry training guide for the Denver region
· Prepare and present training for Time Entry system
· Prepare spreadsheets and graphs on payroll statistics
· Prepare and present training for Time Trax
· Provide Time Trax support to supervisors and managers
· Assisted with the conversion from Time Trax to Time Entry
· Assisted with the conversion from ABRA to Peoplesoft
· Audit paid time off balances





Payroll Representative, Vicorp, Denver, Co (12/97-3/00)
· Prepare and process payroll for 1600 employees working at 42 restaurants
· Assisted with the May and Speh conversion to SAP
· Assisted with Y2K testing
· Review payroll for compliance with government regulations
· Research, prepare, and verify accounting transactions through account analysis
· Prepare gross to net calculations including taxes and deductions for manual checks
· Verify and correct employees earning records including taxable wages, garnishments, and net pay
· Pod lead providing training to temporary and new employees
· Payroll processor working with the pilot program to implement the new back of the house system Remax
· Train coworkers on the Remax interface
· Provided support to manager, director and vice presidents on new systems
· Assisted with new openings, received an award for new openings in 2002
· Vicorp Employee of the Month for October 1999

Employee Records Clerk, Vicorp, Denver, Co (5/97-12/97)
· Maintained employee records for Human Resources and Payroll
· Processed manual checks for the payroll department
· Supervised and trained up to 9 temporary employees at a time
· Other duties included answering phones, faxing, and copying
· Completed AT&T Broadband’s train the trainer program February 


