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Executive Summary:

	Payroll Manager, Processor, and Consultant with over 18 years experience focusing on Payroll, Benefits Administration, Human Resource Administration, and HRIS Systems.   I have an Accounting and Finance background.  I am proficient in Excel and Word.  I am able to work independently.


Work Experience:

Sarasota Family YMCA,  Sarasota FL
February 2007 to October 2010

                      HRIS Payroll Director
·   Maintain payroll information by collecting, calculating, and entering payroll record information.  Streamlined the payroll process from paper to electronic
·   Update payroll records by entering changes in exemptions, direct deposit requests, child support/garnishments, charitable deductions, any other deductions and any other maintenance as necessary
·   Manage all activities relating to the accounting and maintenance of payroll and employee benefit billings.  Interface with Accounting to record accurate and timely payroll and benefit records
·   Responsible for analyses and reconciliation related to payroll and benefit liability accounts, including the allocation of refunds or additional charges
·   Manage the YMCA Association’s HRIS ensuring data and system integrity

·   Manage Employee and Manager Self-Service.  Acts as trainer and staff resource for HRIS and ESS

·   Responsible for analyses and reconciliation related to payroll and benefit liability accounts, including the allocation of refunds or additional charges
·   Develop, prepare, generate and analyze ongoing and ad-hoc special reports pertaining to employee personnel information and data.  Effectively utilize the HRIS to obtain, store and analyze pertinent data and information
·   Coordinate with HR Team, IT and Controller to create new systems, procedures, internal processes to improve operational efficiencies
·   Files all payroll tax returns in a timely fashion including, 941, UCT6, and W-2 forms.  Files Federal Census reports, Labor Department reports, New Hire Reporting, Child Support, or any other government or YMCA reports pertaining to payroll
·   Direct contact and liaison to Mangrove software for payroll, HR, and benefits.  Update all tables in Mangrove and interact with IT staff regarding updates and changes.
PBOA, Inc.,  Sarasota FL
March 2005 to November 2006

                      Payroll Manager

· PEO payroll manager for a small company with 200 clients

· Weekly payroll for approximately 1500

· Supervision for 2 to 4 reports, including reviews

· Handle client customer service and account supervision

· New Hire Reporting to state

· ACH file transfers and set up for clients

· Process payrolls using Accountix software

· Set up billing for clients

· Check payrolls for accuracy and package for shipping

FM Global,   Johnston RI  
         
May 2003 to February 2005
  


        Lead Payroll Specialist

· Processed payrolls for 10000 weekly and biweekly for USA and Canada.

· Responsible for Year End process and setup in PeopleSoft

· ONBASE digitizing file system experience

· Lead person in testing updates and processes

· Liaison between Payroll and IS dept to resolve problems

· Printed and sealed checks with Bottomline

· Social Security Admin verification process

· New Hire Reporting process

· HR support, Table entry and setup, version 8.3, 8.8.

· Created queries for Payroll and HR department.

· Created queries for auditing data integrity in peoplesoft system.

· Upgraded to version 8.8, Payroll lead person.

· Training involved for query and overall system use, 8.3 and 8.8 upgrade.

Thomson Financial,   Boston  MA



  
November 2000 to November 2002 


        Human Resource/Payroll Supervisor

· Functional consultant on a contract basis for HR support, Query reports, Table entry and setup, version 7.5, implementations and version 8.3.

· Scorecard measurements and EEO reporting.  Created queries for data gathering.

· Hired full time as HR Manager with 3 direct reports.

· Training involved for query and overall system use, 7.5 and 8.3.

· Create Query reports and Excel reports for Senior management and Department heads.

· Assisted Payroll department with troubleshooting and reports.

· Department tree organization and control.

· Security requests filled out and submitted.

· Information Management, responsible for the data integrity of the system

· Data Integrity cleanup of HR, Payroll data.

· Implementation team for worldwide TF companies.

Ciber Inc.,  Parsippany  NJ





April 1998 to October 2000

 PeopleSoft Consultant

· Functional consultant for PeopleSoft Payroll and HR systems.  

· Travel to client sites to assist with implementation of PeopleSoft software products.

· Lead Payroll person two years at Newark Public Schools in New Jersey fully implementing version 7.0.  

· Meet with client to acquire business requirements. 

· Liaison between client and technical staff to program SQR’s and customize system. 

· Set up all tables with client per their requirements.  

· Train client on running payrolls.  

· Provide end user support after go live date.  

· Create Excel spreadsheets to assist client with data preparation.  

· Create Test Scripts and provide documentation for procedures and training.  

· Submit status reports and travel expenses.  

Education:
Bryant College,   Smithfield  RI     


1984
BS – Business Administration, Major in Accounting

Skills Summary:

Mangrove Payroll Software, Payroll Taxes (W2) (UCT6) (941), PeopleSoft Payroll, HR & Benefits Version 7.0/7.5/8.3/ 8.8, Crystal Reports, SQL, Query Report Writing, W2 Processing, OnBase File Software, Management skills, Microsoft Excel, Microsoft Word, Microsoft Office, Documentation, Test Scripts, Bottomline Check Printing Software, Accountix Payroll System.


Page 2

