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9029430777       veegildea7@hotmail.co.uk

PROFILE

Versatile payroll specialist with over 20 years experience in multiple international payroll positions.  Qualified in Canadian and UK payroll administration. Excellent written and verbal communication skills. Proven ability to identify and implement process improvements with a keen attention to detail.

CAREER HISTORY

massage therapist 	jul 2017 –present

ICT College of massage therapy 	jan 2016 –Jun 2017


ADP 	Sep 2014 –Dec 2015
Payroll data processing and managing outsourced payrolls in the Small Business Services sector,  ranging in size from 1 to 100 individuals .

Payroll Specialist
Managed the processing of @ 100 payrolls, ensuring all payrolls were accurate and on time. 
Key accomplishments:
Adhered to all ADP policies and procedures
Managed year ends for all payrolls, ensuring all payrolls were compliant with provincial and federal legislation 
Ensured procedures were continually update to ensure continuity of processing



Cooke aquaculture 	Sept 2008—Jul 2014
A multinational integrated Aquaculture operation growing and harvesting Salmon and other sea food.  Approx 2500 employees located in Canada, US, Chile, Scotland and Spain.  

Payroll Specialist
Processed bi-weekly payroll for approx 1000 salaried and hourly paid employees using ADP software.  Reported to the chief payroll accountant.  Ensured all employees were paid accurately and on time.
Key accomplishments: 
Streamline hourly payroll using csv data import, resulted in a substantial reduction of input errors and increased processing efficiencies. 
Standardized and created payroll procedures.
Set up Excel databases for managed health care benefit deductions, plus staff purchase allowance database
Managed site bonus scheme ranging over 3 years of production
Qualified as PCP (payroll compliance practitioner)


 

Steria IT business services 	May 2005—Sept 2008
A premier outsourced office solutions firm with offices across the globe with total employees in excess of 35,000.

Payroll Helpline Team Lead

Managed team of 6 associates, fielded BBC payroll enquiries and communicated issues for resolution by offsite employees. Reconciled payroll errors with senior management. responsible for call monitoring, maintained BBC standards and management specifications.

Accounts Payable Debit Balance Team Lead (My Travel account)
Worked in a contract position, established a new team to resolve My Travel’s debit balance issues.  Reported to the senior project consultant, responsibilities included overseeing a team of approx 20 new employees and coordinating the task of recovering 60 million (UK sterling) mismatched bookings/invoices.  Liaised with purchasing managers, hoteliers and the finance director in the reconciliation of accounts.  Within the first 6 months recovered in excess of $18 million.

Key accomplishments:
Set up invoice matching process:   Liaised with hoteliers to establish standardized operating procedures to submit invoices. OCR software was used to cross reference bookings on invoices.
Coordinated distribution of accounts: Coordinated and organized the team’s workload to ensure fair and manageable distribution.
Migrated accounts to India:  Ensured all accounts were fully reconciled before being migrated off-shore, QA/QC in compliance of regulatory requirements.

Payroll Supervisor – My Travel
Processed monthly payroll for approx 10,000 salaried and hourly paid employees, using Oracle software.  Reported to payroll manager, supervised 10 payroll assistants in the day-to-day running of the office.
Key accomplishments:

Set up Cross Training process:   Worked closely with team to ensure all members could manage all areas of payroll
Knowledge acquisition:  The Company acquired 2 new divisions; responsibilities included the successful migration of all relevant data.
Set up overpayment recovery process: The monthly salary payroll was flawed to the extent that the HR team occasionally failed to be advised of termination of employment, due to the number of  satellite offices involved.  I coordinated and organized a process to ensure legal compliance whilst ensuring the overpayments were fully recovered.
Migrated payroll to India:  Ensured the payroll process was fully documented before being transferred off-shore.





[bookmark: _GoBack]ADP 	April 2002 –May 2005
Payroll data processing and managing outsourced payrolls ranging in size from 10 to 5000 individuals .

Team Lead
Managed a team of 6 in the processing of 50 payrolls, all payrolls were accurate and on time. 
Key accomplishments:
Ensured procedures were continually up to date
Training: Ensuring all team members were fully aware of payroll legislation and were compliant with statutory regulations.
Maintained strong internal communications: Managed key performance indicators for the team, provided data to management on performance efficiencies.
Obtained IPPM (diploma in Payroll and Pension management)

Shire Inns ltd 	Apr 1990— aug 2000
A UK hotel and brewery operation - 5000 employees
Payroll Clerk
Processed monthly and weekly payroll for approx 1000 salaried and 1000 hourly paid employees. Reported to payroll manager, ensured all employees are paid accurately and on time.
Key accomplishments: 
Implement new payroll software
Standardized and created payroll procedures.
Maintained accuracy of payroll deductions, provided QA/QC procedures to establish that all deductions were fully compliant with statutory legislation


ADDITIONAL TRAINING

IPPM – Institute of Payroll and Pension (UK)	2005
CPA – Canadian Payroll Association – PCP     	                                                                                               2013	

EDUCATION
Graduated High School  	1987
Edge End High School (UK)

Diploma  in Business Studies	1989
Nelson and Colne College(UK)

TECHNICAL SKILLS

· Experienced with Microsoft Office Suite
· Advanced training with Excel
· CSV knowledge
· Functional use of ADP software
· Certified payroll practitioner


References available upon request
