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PROFILE  
 

Effective and creative performance with a history of achievements exceeding expectations. Strong management and 

payroll skills with good retention and follow-through abilities. Strong knowledge of multi-state and union payrolls. 

Quick adaptation to any environment or situation. Has a solid background in Payroll and Total Quality Management 

(TQM) including the numerous tools and techniques. Team oriented with a desire to help a company be successful. 

Areas of expertise include:    

 

Management Skills Leadership Skills  Communication Skills Problem Solving Skills 

 

RECENT ACCOMPLISHMENTS  

 

Implemented Power School’s eFinancePlus for HR/Payroll/Accounting which improved payroll history tracking 

and reporting.  Increased effectiveness of payroll by revising and documenting payroll procedures to ensure 

consistent accuracy.   

 

 

EMPLOYMENT HISTORY  

 

9/2011- YES PREP PUBLIC SCHOOLS, Houston, Texas 

Current Payroll Specialist 9/2011 - 6/2013 

 Payroll Manager 6/2013 – 7/2018 

 Payroll Director 7/2018 - current 

 Lead, manage and develop the payroll team 

 Establish individual goals and fostered an environment of collaboration, team work and 

customer service 

 Ensure team compliance with all payroll regulations and business policies 

 Maintain systems to ensure compliance with all wage and hour laws as well as appropriate 

Company policies 

 Prepare funding files for Teacher Retirement Pension, Health Savings Accounts and 

401(k) on regularly scheduled intervals 

 Managed annual audits of 401(k) and worker’s compensation  

 Successfully converted HR/Payroll system to Microsoft Navision and ADP Workforce 

and then from ADP Workforce to Power School EFinance Plus (in house system) 

 Submitted timely and accurate filing of all federal, state and local taxes 

 Generate, reconcile and report year end taxes and W-2 wage and tax statements 

 Assisted employees with payroll questions/issues and solved any problems that may have 

been brought up as a result of their questions 

 Processed audits of payrolls to ensure timely payroll processing and no errors before 

payday 

 Updated and maintained personnel files, calculated checks manually and prepared 

employment verifications. 

 Processed and paid garnishment and withholding orders 

 Research and prepare payroll related journal entries and reconcile GL Accounts as related 

to payroll 

 Implemented and Managed Position Control from the Payroll and Budget team aspect to 

ensure company maintains alignment with budgeted positions 

 Managed the placement of positions for all grant funded positions 

 Worked with third party vendors to establish relationships 
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06/2002- SUEZ ENERGY NORTH AMERICA, Houston, Texas 

10/2007 Payroll Manager 

 Managed payroll department of three people, including training and weekly meetings to 

keep department running smoothly. 

 Processed corporate payroll, pension payroll, exercised stock options, relocations and 

other required transactions. 

 Compiled payroll data, computed and posted wages as needed. 

 Successfully converted payroll system from ADP PC Payroll for Windows to ADP 

Enterprise. 

 Documented and implemented new procedures for payroll using Payroll EV4 and Etime. 

 Prepared weekly garnishment report to ensure garnishment and liens processed correctly 

and on time. 

 Managed and processed weekly union payrolls. 

 Reviewed and set up special calculations in payroll system according to union contracts. 

 Assisted in renewal of union contracts in regards to payroll issues. 

 Handled union grievances in regards to payroll issues. 

 Managed and processed bi-weekly Canadian payrolls using ADP PCPW Canada. 

Processed audits of payrolls to ensure timely payroll processing and no errors before 

payday. 

 Prepared quarterly Social Reports for French government and US government as needed. 

 Processed and reviewed year end taxes and W-2 balances and submitted any changes 

necessary as needed. 

 Assisted employees with payroll questions/issues and solved any problems that may have 

been brought up as a result of their questions. 

 Prepared memos to communicate with employees in regards to their payroll. 

 Reviewed and audited I-9’s. 

 

 

 

01/1998 - LANDRY'S SEAFOOD RESTAURANTS, INC., Houston, Texas 

06/2002 Payroll Specialist/Benefits Coordinator/HR 

 Processed payroll using ADP PC Payroll for Windows for multi-state salaried and hourly 

employees while supervising one employee  

 Processed and maintained a thorough tracking system for all Garnishments  

 Implemented and maintained a customized Human Resource System to improve reporting 

capabilities – HR Vantage software 

 Updated and maintained personnel files, calculated checks manually and prepared 

employment verifications  

  Balanced and audited payroll upon completion  

 Managed benefit program for hourly and salaried employees 

 Processed 5500 audits as needed 

 Assisted with Benefit renewal plans each year 

 Maintained and processed benefit plans and bills accordingly  

  Assisted employees with all benefit questions  

  Managed a COBRA system and tracked payments  

  Assisted with insurance enrollments for all employees  

 Assisted with new hire orientations 

 Assisted with employee/manager grievances reviews 

 Managed I-9 and I-9 audits 
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SKILLS  

 

ADP PC Payroll for Windows ADP PC Payroll Canada ADP Workforce 

ADP Enterprise Microsoft Navision ADP eTime 

eFinance Plus Cognos Microsoft Word 

Microsoft Excel Outlook Microsoft Power Point 

 

 

EDUCATION 

 

1991 - 1992 Middlesex County College, Edison, New Jersey 

Major: Science 

1991 Hanau American High School, Hanau Germany 

 


