Amanda Taft
Phone (303) 249-9089
E-mail at83ta1@hotmail.com
Summary and Objective

A dedicated and resourceful professional with a solid background focused in Payroll Administration, Human Resource Generalist, and excellent customer service.  A proven work ethic and an ongoing commitment to personal and professional development provide me with the persistence, motivation and stability to excel.  I am currently seeking a challenging opportunity to integrate my expertise into a dynamic and growth-oriented organization.

Core Strengths
· Proven effective verbal, interpersonal, written and analytical skills
· Extensive administrative skills
· Time Management
· Exceptional organizational skills and multitasking ability
· Intense attention to detail
Specific Skills
· MS Home/Student & Professional, Quickbooks, Outlook, Reynolds & Reynolds, Winegrate, Touche, Symitar, Novell, PDI, and Lightspeed Dealer Management Software, ADP, Paylocity, Taleo.
Professional Experience
Payroll Accountant

Grand Peaks Property Management





January 2014-Present

· Processing payroll for 250 employees

· Completing quarterly reports

· Processing 401K contributions

· Assisted in updating company policies
· Bill reconciliation
· Entering new hires and tracking benefit eligibility
Payroll Specialist/Human Resources 
PCF Saleco, LLC







  January 2009-July 2012
· Successfully implemented a new payroll, time keeping, and HRIS system
· Processed payroll for 600-1000 employees
· Maintain company directory
· Creating and updating job descriptions
· Created and implemented a new hire training module for managers
· Processed and terminated garnishments, and checks in preparation for termination including mediation, investigations and employee counseling.
· Maintained all employee files
· Submit and follow up on background checks
· Completed monthly and quarterly reports maintaining compliance with state agencies including salary/wage surveys
· Responded to unemployment claims and EEOC claims as employer representative
· Completed research and wage assessments to ensure competitive wages
· Organized and maintained employee leave (FMLA, workman’s comp, military etc.) 
· Began process of becoming PHR (Professional in Human Resources) certification
Payroll Administrator/Administrative Assistant

Western Proscapes, Inc.





    April 2008-November 2008
· Kept log of hours and verified time sheets
· Submitted prevailing wages and assisted with payroll taxes

· Prepared journal entries pertaining to employee wages

· Maintained employee records and files

· Created and updated a labor cost spreadsheet/ various data entry

· Calculated payroll and taxes when necessary

· Entered bills, kept inventory, reconciled statements

· Assisted with profit and loss and loss statements, accounts payable, accounts receivable

· Screened incoming phone calls
Title Clerk and Human Resources/Payroll Administrator
Champion Ford, Boulder, CO




            January 2006 – February 2008

· Perfected liens on collateral Manufacturer’s Statement of Origin (MSOs) and titles

· Followed up on loans and title documentation filed with the State of Colorado and lien holders

· Assisted with the drafting and submission of funding packages

· Processed bi-weekly payroll for 80-100 employees including hourly, commission, and flag hours

· Processed and reported new hires
· Created and maintained employee files

· Maintained job descriptions

· Submitted 401K contributions and quarterly payroll taxes
Title Clerk and Administrative Assistant/Payroll Clerk
Twin Peaks Powersports, Longmont, CO


               May 2004 – December 2005
· Submitted finance contracts for funding
· Submitted finalized hours to payroll processor
· Perfected liens on titles and MSO’s
· Assisted accountant with warranty receivables and finalization of sales deals
· Responsible for filing and tracking co-op advertising claims
Education

Associate of Applied Science- Human Resources Specialist

               October 2013

Bryant & Stratton College

· Alpha Beta Gamma-Honor Society
