Celeste Maggard

1782 Ura Lane Northglenn, CO 80234

Home 3034502941-Cell 7209348704: celestemaggard@comcast.net

Summary
Responsible, Detail-oriented Human Resource professional with a strong background in benefit and payroll administration, I possess a strong work ethic, a high degree of confidentiality and professionalism, and the belief that employees are a companies biggest asset.
Highlights
• Benefits Administration


       • HRIS Applications Proficient
• Compensation/Payroll


       • Employee Relations/Customer Service

• Self-Funded Insurance Plan
Accomplishments

• Design, implementation, and administration of companies benefit package.
• Working along with upper management developed the company’s compensation plan.
Experience

RK Mechanical, Denver, CO- (11/07-Present)
11/07-Present, Benefit/Payroll Manager
 Benefit Administration, advocate positive relationship with TPA and employees. Assist employees with benefit questions and concerns and assist in resolving issues. FMLA, Short and Long term leave administration. Ensure consistency and integrity of data between HRIS and payroll systems. Reconciliation of company’s benefits for accuracy and for billing purposes. Manage company’s annual open enrollment, set up of new benefits and coordinating communication to employees. 
Employee conflict resolution, work with employees to provide best solution for all concerned parties. New hire orientation, including ensuring all necessary documents are completed. Entering employees into the HRIS and set up of benefit groups.
Payroll Responsibilities include; overseeing weekly payroll processing which involves editing and entering payroll for 900+ employees.  401K set up and weekly file submission. Davis Bacon payroll.  Review of current processes and procedures for consistency and improvement. 
Innovative Spaces LLC, Littleton, CO – (6/05-10/07)

Bookkeeper/Office Manager – Responsibilities include: All areas of human resources and payroll, including benefit administration weekly and bi-weekly payroll. , All areas of accounts payables and receivable.  Multi city sales tax reporting.  Purchasing of merchandise for model homes.  Monthly account reconciliation of bank accounts.
Wilson Tile & Terrazzo, Inc., Northglenn, CO - (06/01-1/04)

Office Manager/Bookkeeper – Responsibilities included:  Weekly payroll and 941 tax deposits.  Payment and reporting of prevailing wages.  Monthly and quarterly tax reporting to State and Federal agencies.  Creation and distribution of end of year W-2’s and W-3, 1099’s and 1096.  Human resource tasks included; Account setup for new staff and reporting of new hires to regulatory agencies.  New hire orientation and completion of all forms and documents for health insurance and payroll needs.  Withholding and payment of garnishments and child support payments.  Allocation of employees’ contributions to company’s Simple IRA.  Human resource tasks included; Account setup for new staff and reporting of new hires to regulatory agencies.  New hire orientation and completion of all forms and documents for health insurance and payroll needs.  Other responsibilities included; accounts payable, accounts receivable, pay applications, completion of monthly reconciliation and monthly accounting reports.  Reviewing and obtaining quotes for workers compensation insurance, liability insurance, as well as, company’s health and vehicle insurance.
Columbine Kitchen and Bath, Castle Rock, CO – (6/99-6/01)


Office Manager – Responsibilities included: Monthly and quarterly tax reporting for State and Federal agencies including 940, 941, state withholding, and state sales and use tax.  Human resource tasks; new hire orientation and completion of all forms and documents for health insurance and payroll needs. Pre-sales screening of inbound telephone customers and walk in customers for the companies design team.  All facets of accounts payable, accounts receivable, payroll and company banking with accurate reporting of monthly sales.  Staff and inventory schedule for customers appointments.  Creation of design proposal for final sale, including price quotes, ordering supplies and cabinets.  Monthly and quarterly tax reporting for State and Federal agencies including 940, 941, state withholding, and state sales and use tax.  Human resource tasks; New hire orientation and completion of all forms and documents for health insurance and payroll needs.

Total Plumbing, Denver, CO – (10/98-6/99)


Customer Service – Responsibilities included; Administrative assistant, assisted with daily and weekly service scheduling.  Customer service for telephone customers.  Scheduling and dispatching of plumbers, pricing, written customer estimates.

Education:
BA in International Studies 



Emphasis in International Development and Environment



& Natural Resource Management



University of Wyoming, Laramie
