DIANE YATES
303-916-4048 Cell
6208 West Iowa Place
deanie4@aol.com
Lakewood, CO 80232


CAREER SUMMARY
Strong background in Accounting, Payroll, Human Resources, Benefit Administration and small business ownership for 10-years, numerous custom-software packages.  Highly motivated, excellent attention to detail, with accuracy a must. Very much a team player, creative problem solver, strong customer service skills, a leader and goal oriented. Highly recommend cross training.
SKILLS

MS Word/Excel, Oracle G/L programs, Manager/Supervisor, Custom Payroll Software’s, Ceridian, ISI, CLM, ADP PCPW & Pay eXpert, ADP Drug Screening, ADP HR perspective, Web Based Benefit Sites, ADP e-Time (Kronos), ADP Office Timesheet, ADP Multi-State Tax Jurisdiction, ADP WGPS, ADP Cobra Services, ADP Background Checks, People Trak


EDUCATION
	Barnes Business College - Computerized Accounting
	
	Metropolitan State College - Business Management
	
	Community College of Denver Business Management -



EMPLOYMENT HISTORY

 Wheel Pros LLC- Lakewood, CO 
6/08 to 6/12


 Payroll, Human Resources & Benefit Assistant to HR Manager.   I processed payroll for 300+ employees with ADP     Pay eXpert.  All benefit administration.  401K, health care, disability and group term life and vision benefit with EyeMed.  Human Resources:  All aspects with following changes in law, compliance.  Time keeping with ADP Etime.
Pluris Healthcare Services – Lakewood, CO 
      
9/04 to 5/08  
Payroll/Benefits/Time and Attendance Manager   Manage 300 employee biweekly payroll processes for Management Company for Adventist Surgical Centers. New Hire orientations, background checks, employee verifications, benefits orientations and processing online. ADP, Report Writer and People Trak software.  Process PTO, STD, FMLA, garnishments, 401K, journal entries and bonuses.  Balance insurance carrier invoices. Responsible for time clocks and updating Advantx database at centers.  Develop and Implement policies and procedures. Meet staffing needs. Monitor performance reviews.  Follow wage & hour, tax and employment laws. Coordinate annual benefit open enrollment, new hire eligibility enrollment, interpretation of benefits, and termination of benefits including COBRA notification and administration. Insure HIPPA compliance as it relates to payroll and human resources. Oversee payroll tax compliance and audit of payroll tax records.  Responsible for records management function for employee personnel and payroll files and reports. Follow FLSA and DOL regulations. Assist OSHA Reporting.
QC Data Inc. – Englewood, CO


2/02 to 7/04

Payroll/Benefits and Attendance Manager  
Bi-weekly full cycle payroll for 350.  Manage payroll and benefit departments.  Supervise two employees. Manage and balance collection of time from web based Office Timesheet into e-Time and import into ADP.  Responsible for all medical, dental, GTL benefit processing, vacation, sick, STD, garnishments, 401K.  Benefit carriers are web based for invoicing and paper-less processing.  Write all necessary Report Smith reports.  Month end journal entries for closing.  Meet the payroll and benefit needs of 20 off site Mangers across nine States.  Responsible for 401k audit of 2001 & 2002 due to out of compliance and meeting IRS requirements working with KPMG.

VIASOURCE COMMUNICATIONS– Lakewood, CO
2/96 to 1/02

Payroll Manager, Benefits Manager
 Managed payroll staff of 5 to process weekly full cycle payroll for 1,200+ employees in 25 states calculating hourly and piecework including production bonuses based on 5 percentage formulas.  Oracle based front-end system for time collection.  Balance billing input tied into payroll to create invoices, G/L posting, spreadsheet cost accounting reporting, and posting for unemployment, workers’ comp, garnishments and subcontractors.  Approve, monitor, and balance voluntary deductions, process medical coverage’s, garnishments, liaison for management for 97 satellite offices.  Wrote all Procedural Manuals.  Met FLSA laws, and DOL requirements due to company being audited regarding improper payment of overtime.
COLORADO WESTERN INSURANCE COMPANY - Wheat Ridge, CO
7/94 to 1/96

Administrative Assistant.. Administrative duties for Exec. Vice President & CEO, two Sales Directors, two Underwriting Managers, and two Administrative Managers/Claims Managers.  Executive Office duties, spreadsheets, database input, provided backup for policy processing desks, worked with travel department for heavy travel schedules.  Kept claim files current and worked with in-house legal department/lawyers on claims and lawsuits.  I supervised file clerk and receptionist. 
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