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Linda Sterling
1375 S. Chambers Road, Unit 105, Aurora, CO. 80017          (720) 244.1521               Silver54Cat@hotmail.com
 
)PROFESSIONAL QUALIFICATIONS
Seeking a gratifying and challenging position that is ideally suited to a seasoned 
Human Resources/Payroll Administrative professional where my high level of integrity, 
honesty and “can do” attitude will become a positive and powerful addition to your 
administrative support team. EXTREMELY MOTIVATED TO RELOCATE

EDUCATION
University of Southern Colorado  Pueblo, Colorado
· Business Administration and Psychology
RELEVANT EXPERIENCE
Layne Christensen Drilling Company 17800 E. 22nd Avenue, Aurora, CO 80011
	Human Resources/Payroll Coordinator - July 2006 – March 2013
· Office Administrator, managed HR/Benefit coordination and all Payroll functions
· HR records management, HR policies and legal compliance, labor relations
· Managed employee records of  DOT, MSHA, OSHA testing and state compliance
· Performed all Payroll processing with ADP, JD Edwards and other applications
· Obtain International Visas, Passport clearance and Employee Work Permits
· Proficient with payroll processing  for Union, Certified and International work 
· Managed employment law compliance FMLA/ADA/EEO/WC including
SOX compliance, PIF’s, TDA’s, New Hires, RIF’s, Terminations, Transfers
· Managed all Billing, Invoicing, A/R, A/P, inventory control and purchasing functions
Acosta Sales & Marketing 12100 E. Iliff Ave.,  Aurora, CO 80014
Senior Customer Service Coordinator/Trainer - February 2005 – July 2006
· Senior Sales Support Customer Service Coordinator and Trainer
· Customer support and distribution of general merchandise and food 
· Train customer service new hires and provide ongoing leadership
Denver Buffalo Company – Bison Brand Leather Company Denver, CO 80210
National Sales Manager/Designer/Owner -  February 1996 – June 2006
ACCOMPLISHMENTS AND PROMOTIONS
· At 20 months promoted to Office Administrator and Manager
· At 3 months chosen to represent Acosta’s five largest client accounts
· At 9 months promoted to Senior Customer Service Coordinator
· At 12 months promoted to Senior Customer Service Coordinator Trainer
· Successfully managed and kept current $5 million in receivables monthly
· Reduced past due receivables from over 21% to less than 1%

CORE COMPETENCIES
· Highly proficient with MS Office (Word, Outlook, Excel, Power Point)
· Proficient using JD Edwards, Oracle, CRM, AccPac, Intranet Software 
· State of Colorado Notary Public

CONTINUED PROFESSIONAL DEVELOPMENT
· Complete ongoing training in the areas of payroll, both union and
non-union, foreign wage compliance, compensation and benefits,
employee labor relations, leaves of absence, workers’ compensation
and workplace safety/security, FEMA and Homeland Security.
· Enrolled in PHR online certification program with Wharton School
· Enrolled in Learn Spanish Classes for advanced communication skills
· Enrolled in FEMA/Emergency Management Institute Programs
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