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SHARON COFFEY

	WORK
HISTORY
	GRAND AUTOMOTIVE - PAYROLL/HUMAN RESOURCE 
ADMINISTRATOR
04/2001 – 04/2018
· Handling of all facets of payroll, 401k, taxes as well as medical/dental insurance.
· Responsible for filing and payment of quarterly State and Federal taxes.
· Processing of all employee 401k documentation.
· Management of all commission structures across multiple departments.
· Filing of all State and Federal reporting and I9 documentation.
· In addition to Human Resource Administrator, I also provided receptionist and cashier support as needed. 

	EDUCATION
	QUINSIGAMOND COMMUNITY COLLEGE
Worcester, MA
	-	Associates Degree in Business Management 
NORTH HIGH SCHOOL
Worcester, MA


REFERENCES	CINDY CARLHEIM
Corporate Officer (CCO) - Grand Automotive 303-301-2896
NANCY ANASTOS
Title Clerk – Grand Automotive 
303-301-2755
