Dianna C Silletto, CPP
2527 York Street 

Denver, Co 80205 
720-324-3912 

diannasilletto@yahoo.com

Objective: Seeking a challenging position where my expertise in payroll, human resources, a/p, a/r experience will be utilized in a team environment while providing optimal customer service & support
Skills: 

Ez-Labor (ADP)                 Lawson           Benefit Administrator               Proof Operator

Pay X-pert (ADP)               ADI
              Garnishments                          Customer Svc

PCPW (ADP)                     Kronos            Multi-State tax laws                 Sorter 
Enterprise (ADP)               HRIS               Access                                     Debit & Credit Items

Pay-Force (ADP)               10-Key (9800 kspm)                                       MS Office Suites
HR-B (ADP)                       10-Key alpha (11000 kspm)                           Human Resources
Multi-State Tax Laws         Oracle                                                             Ceridian 

Outstanding Customer Svc        Excellent Time Management Skills        General Office Skills
Works well under pressure –   Report smith                                             

People Soft/Atlas Timekeeping – Pay Cards
Ability to Maintain Confidential Information 
Experience:

Atlas  - Sept 2008 – Present  – Payroll Assistant/HR Generalist – Union – Non Union 
· New Hire Orientation, Employment verifications, Unemployment audits and inquiries                           

· Processed bi-weekly p/r for multi-state via Enterprise V4
· Processed garnishments, retro’s, rate changes, address changes
· Processed pay cards and reversals
· Administrator for benefits, including 401k, Roth, 125
· Processed commissions, bonuses, Verifications of timecards and balanced
· Open enrollment, Processed New Hire Paperwork, Travel Arrangements, Scheduler 
Alta Colleges: Oct 2004 – July 2008 – Lead Payroll Coordinator
· Processed biweekly p/r for 10 co codes including corporate via PcPw
· Computed payroll data using timesheets, spreadsheets and appropriate records for commissions, bonuses, deductions, hours worked.
· Implemented campus Email boxes for campuses
· Processed test run cycles from PCPW to Enterprise 

· Processed Spreadsheets for time and adjustments via CSV and balanced
· Created, Cancelled & reissued manual checks for stop payments & reversals

· Input new hires, garnishments, processed answers and term letters
· Assisted Supervisor with special projects when needed

· Provided customer service both internally and externally

· Entered pay adjustments, retro’s, off cycle checks into ADP
Central Parking:  Feb 2002 – Oct 2004 – A/P – A/R – Payroll Asst/HR Asst
· Conducted interviews, pre-employment screening. Verifications
· New Hire Set ups. In charge for Travel arrangements for Executive team
· New Hire Orientation, Open Enrollment

· Full cycle a/p, including GL coding, posting payments rec’d

· Processed payments via Visa, Master Card, checks 

· Processed month end close for all parking locations Downtown

· Provided customer svc both internally and externally 
MCI Telecommunications: Oct 1994 – Oct 2004 – Lead Payroll Specialist
· Processed multi-state weekly payroll for 3K employees 
· Processed garnishments, verifications, New hires, rate changes, etc
