
Carolyn Montoya

	objective

	
	To secure an administrative position with a company that will allow me to utilize my organizational skills and contribute constructively to a positive, team-oriented environment.

	skills

	
	Typing (40WPM)

Proficient in Microsoft Word, Excel, Outlook. Some experience in PowerPoint and Microsoft Access.
Experience with Paylocity, ADP PayExpert, Paycom, and Paychex database systems. 
Over 10 years of Administrative and Customer Service experience and 5 years of Payroll.

	Experience

	
	2007-2012
By the Rockies, LLC.                                                               Westminster, CO.
Payroll Specialist

· Process bi-weekly payroll for 2000+ employees over 7 states.

· Enter new hires, terminations, status changes, W4 changes, deductions and direct deposits. 

· Review and process levies, child support orders and garnishments. 
· Process manual paychecks and stop payments.
· Complete wage verifications and unemployment insurance claims.
· Research and resolve employee payroll issues.

· Prepare shipments of paychecks for distribution to over 100 locations.
· Responsible for various special projects assigned by the HR Manager. 
2003-2007
Denver School Of Massage Therapy                                      Westminster, CO.
Front Desk Manager
· Offer support to all students, staff, faculty and primarily the admissions department.

· Handle and distribute all incoming leads. Assist with solidification calls for admissions department.

· Enter and maintain leads in database and daily log.

· Compile and distribute information to all prospective students.

· Receive and record all tuition payments.

· Advertise and sell clinic gift certificates.

· Maintain daily schedules for admissions department and faculty.

· Responsible for maintenance and upkeep of school library.

· Perform general office duties such as answering phones, data entry, incoming and outgoing mail and inventory.

	
	1999-2002
Internet Security Systems
Denver, CO.

Administrative Assistant

· Prepare sales quotations and margin spreadsheets for sales staff.

· Responsible for purchase order processing including: entering, tracking and coordinating with other departments as well as outside vendors to ensure order completion.

· Responsible for creating and maintaining monthly sales reports for upper management. 

· Support education and consulting departments in a variety of tasks including: Certifications testing, catering, travel arrangements and expense reports.

· Assist front desk receptionist with general office duties such as answering phones, ordering office supplies and office equipment, shipping packages, inventory control of office products and mail distribution.

	
	1995-1999
IKON Office Solutions
Englewood, CO.

Inventory Control Coordinator

· Data entry of equipment orders, ordering equipment, supplies and processing purchase orders with ten key systems.

· Tracking and receiving inventory, monitoring and maintaining stock levels.

· Scheduling deliveries and pick-ups with warehouse manger.

1994-1995
Super Kmart
Thornton, CO.

Layaway Clerk/Receptionist

· Customer service, cashiering, ten key, stocking and problem solving.

· Answering switchboard with 10 incoming lines. Served as central message center. 

· Various duties as assigned, sorting coupons and adding up return charges.



	Education

	
	1994
Northglenn High School
Northglenn, CO.

· Graduated-High School Diploma

	
	


	e-mail cctoya412@yahoo.com

	6905 Mariposa STreet Unit D• Denver, colorado 80221 • 
Phone (303) 997-8836

	



