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      Professional Payroll Consultant
     Payroll Manager & Payroll Specialist
· Manager of 20-23 employees responsible for paying employees in multi states

· Responsible for approximately 2300 employee’s payroll, taxes, and deductions/benefits

· Worked as a Payroll Specialist in all Payroll functions from timekeeping, benefits, new hires, to taxes using ADP

· Responsible for setting up new Companies with State ID’s that are Multi State in Pay Force

· Responsible for Billing/Invoicing Clients that I ran their payroll for and managed their PTO

· Analyze payroll data for accuracy & compliance to regulations such as the FLSA, & others

· Worked with Certified payrolls in a landscape environment as well as various unusual contracts

· Collect data from Time Keeping systems Krono’s & others & verify information is accurate, make changes when needed

· Create reports using ADP Reporting, Report-Smith, Crystal others formatting them to Excel used by CFO’s

· Responsible for implementation of new processes, policy, and procedures as well as training employees & managers

· Responsible for completing and auditing new hire paperwork and also created new forms to help with that process

· Responsible for balancing W2’s at year end with all associated duties including 401K reporting and audits

· Worked as a Payroll Specialist using a system called Skill Match

· Worked with all employee benefits such as Medical, Dental, 401K, Workers Comp, Life, Cobra, and PTO

· Worked as senior payroll processor using SAP as consultant in various Companies 
· Responsible for creating and maintaining spreadsheets used by Management using pivot tables & V Lookup

· Worked at ADP with the Administration of Benefits during open enrollment using their Total Source product

· Used ADP software Pay Expert, EZ Labor, PCPW, Enterprise, Workforce Now, Pay Force and Total Source. Also used Paychex and SAP for the administration of payroll.
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   Megastar Financial

                HR/Payroll Manager

· Responsible for all HR duties including bringing on new hires, benefits, cobra, compliance, and reporting

· All Payroll functions from verifying attendance to payroll certification using ADP PCPW 

· Analyze payroll data & contracts for accuracy & compliance to regulations such as the FLSA

· Collect data from TimeForce for processing payroll and update supervisor changes

· Create reports using Report-Smith and Excel for various management requests

· Responsible for paying employees with various contracts & unusual pay types

· Worked with the General Ledger as it related to Payroll & Benefits

· Responsible for paying all venders relating to Benefits and making sure the proper employees were enrolled

· Conducted audits & worked with auditors on 401K benefits, workman’s compensation, and other employee benefits

· Responsible for implementation of new process’s & writing procedures to be in compliance with laws & Megastar

· Responsible for Open Enrollment (Benefits) with 3rd party provider for all employees

· Responsible for enforcing policy’s with employee’s and following up with necessary steps
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                         Robinson Brick Company

        Payroll Coordinator/Analyst

· All Payroll functions from verifying attendance to payroll certification using ADP PCPW

· Analyze payroll data & contracts for accuracy & compliance to regulations such as the FLSA

· Collect data from E-time for processing payroll and update supervisor changes

· Create reports using Report-Smith and Excel for various management requests

· Responsible for paying employees with various contracts & unusual pay types as well as paying commissions

· Conducted audits on 401K benefits, workman’s compensation, and other employee benefits

· Responsible for implementation of new payroll systems & writing policy & procedures for the payroll manuel

· Help with month end Journal Entries and other duties as defined by the Controller

· Manager of one employee administering Payroll and Benefits part time
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 Independent Contractor at Great West & Other Companies
HR/Payroll Manager/Analyst

· Analyze payroll data & contracts for accuracy & compliance to regulations such as the FLSA

· Create reports using Report-Smith, Crystal Reports and Excel for various management requests

· Responsible for paying employees with various contracts & unusual pay types

· Responsible for 401K benefits, workman’s compensation, and other employee benefits

· Responsible for implementation of new payroll systems & writing procedures

· All Payroll functions using ADP (multi state), Ceridian 500, Crystal Report Writer, Kronos, Total Time & other software for up to 2500 employees including certification of payroll & Commissions payroll

· Verified quarterly reports and year end for tax information to issue W2’s

· Input data, made journal entries and prepared reports using People Soft, Report Smith, and more

· Perform A/R, A/P, G/L duties including reconciliation’s using Great Plains, G/P Dynamics, Oracle, IMIS,  Mas90, Solomon, SAP, Quick Books, Business Works, Peachtree & more

· Proficient in Excel, Word, Lotus, Ami Pro, Word Perfect, Power Point and Access in Windows

· Audit and prepare travel and expense vouchers for up to 1800 employees

· Responsible for Canadian Payroll, issuing checks and sending 940, 941, and 1042 for taxes
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        Evergreen Inc.

Accounting Manager

· All Payroll/HR functions from time keeping to reports using ADP & Report Smith

· Responsible for all Benefits such as Health, Dental, Vision, 401K, WC, etc

· Responsible for verification and tracking of Vendor Certificate’ of Insurance

· Responsible for All Accounts Receivable & AP, from approving credit, to collections

· Reconcile bank statements making any necessary Journal Entries in General Ledger

· Reconcile General Ledger for preparation of Financial Statements for Owner & CFO

· Set up, Maintain, and administer updates to General Ledger in Great Plains Dynamics

· Compile, verify, and submit 401K information & discrimination testing to Invesco

· Verify quarterly reports to insure accurate tax information for W-2 preparation

· Reconcile Credit Card statements and make Journal Entries to General ledger

· Make appropriate month end closings as well as all year end reconciliation’s and closings
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    Basin Exploration
      Payroll Manager

· All Payroll functions (multi state) using ADP for payroll as well as Report Smith for building reports

· Compile, verify, and submit 401K information  & discrimination testing to Great West

· Design spreadsheets in Excel/Lotus for reporting data to the Controller

· Input payroll transactions via Journal entries into General Ledger in Excalibur to generate reports

· Maintain and reconcile employee A/R, A/P, and Payroll accounts in the General Ledger

· Prepare cash report and conduct banking duties as a back up

· Assist employees with all benefit questions i/e 401K, health, dental, vision, life insurance, flex, and taxes

· Input entries in Excalibur for Accounts Payable & Accounts Receivable as back up 

· Served as a back up to Human Resources with Benefits and or projects as needed

· Help with month end and year end closing, reconciling all accounts

· Worked directly with auditors to review accounts and compile necessary documents

 EDUCATION

      South Puget Sound College-Olympia, Washington

       Business/Accounting and Management

