Yvonne Tina Eaton
655 Lonesome Pine Trail

Saint Joseph, MI

Cell: 269.944.7250
yvontinaton@comcast.net


EXECUTIVE SUMMARY 
Human Resources/ Assistant Controller / Payroll Accountant with over 20 years’ experience seeking long-term challenging career that utilizes my dynamic and highly qualified skills, to integrate within your company to achieve goals that would contribute toward the growth of your organization.
PROFESSIONAL EXPERIENCE
03/2000-Present:  Fiskars Inc. / Construction (St Joseph, MI)
Job Title: H/R Manager/Payroll Accountant/ Assistant Controller/ Assistant to President.
Responsibilities:

Human Resource Manager/Payroll Accountant 

· Payroll for two of nine companies

· Maintains payroll staff by recruiting, selection, orientation, and training employees.

· Maintains the collection, calculation, entering of data and check processing.

· Directing the production and issuance of paychecks, and electronic transfers.

· Prepare reports by compiling summaries of earnings, taxes, deductions, leave, disability and nontaxable wages.

· Determines payroll liabilities by the calculation of employee’s federal and state income, social security tax, and unemployment and worker compensation.

· Balancing payroll accounts and resolving payroll discrepancies.

· Maintains payroll guidelines of policies and procedures.

· Updates payroll records by review and approve exemptions, and insurance deductions etc.

· W-2's.

· 1099's.

· Year End Audits.

· Orientation.

· Hire/Reviews, and Terminations.

· Benefits-Health, Dental, Life, and 401-K.
Assistant to President

· Manage Health/Life/Investments-President/Spouse.

· Manage Vehicles/Boat-President/Spouse.

· Process, and maintains all personal bills-President.

· State Licensing/Continuing Education-President.

· Travel Itinerary.

· Meeting.

· Teleconferences.

· Overseas projects for Africa/Paraguay. 

· Skype-Meetings.

Assistant to Controller

· Petty Cash.

· Company Credit Cards.

· Balancing bank book for nine companies.

· Complies with federal, state, and local legal requirement.

· Bank Statement.

· Balance Sheet/Income Statement.

· Trial Balance.

· Corporate Taxes.

· Working with outside Accountants-Crowe LLP.

· Foreign taxes for affiliated company.

· Back up for Hill Electrical- Affiliated company.

· Oversees/backup for Accountants Payable and Receivables.

· Computer backup for IT.

· Back-up for Project Assistant .

· Back-up for Marketing/Real Estate-(18- Rental/Land).

· Manage all company cell phones.

· Planning office parties.

PROFESSIONAL EXPERIENCE
10/1993-03/2000:  Community Hospital (Watervliet, MI)
Job Title: HR/Payroll Accountant/Safety Director
Responsibilities:
Position: HR/Payroll/Safety Director

· Prepares time sheets for over 300 employees, deducting all proper deduction, process, and distribute checks to hospital staff, and outside clinics.

· Maintain and control the policy and procedures for Kronos Time Systems, as well as the maintenance of Kronos. 

· Process Federal and State payroll taxes, and year-end audits.

· Processing and maintain new employee forms.

· Prepare and maintain 401-k.

· Benefits.

· Assist in Lab when needed.

· Volunteered in Health Fairs, and participated in volley ball tournaments with the hospital staff.  

Position:  Safety Director

· Development, implementation.

· Monitoring of the Safety Committee.

· Conduct meeting and coordinate all the activities of the Safety Disaster program.

· Participate in hazard surveillance and incident reporting.

· Conduct safety-training programs.

· Assist in outside activities as in mock disaster and marketing promotional.

Position: Accounts Payable

· Prepares payable vouchers.

· Maintain accuracy of the expense distribution.

· Cash/census reports.

· Journal entries.

· Month end audit. 

· Prepares and files all 1099’s forms.

PROFESSIONAL EXPERIENCE
06/1989-10/1993:  Micro Belt (Atlanta, GA)
Job Title: H/R Manager/Payroll Accountant
Responsibilities:
Position: Accounts Payable/Payroll/Human Resource/Secretary/Receptionist

· Prepare Accounts payable.

· Processed Payroll for 30 employee's.

· Benefits.

· Secretary to three CEO’s of Coin Banking Systems.

· Designing forms, maintaining customers files.

Certifications

· Notary-Expiration date: 10/03/2023

Education
· Eau Claire High School

Diploma
· Berrien General Hospital

Nursing C.N.A. Certificate
· Lake Michigan College
              Business Administration/Human Resources Courses 

Skills
· Maxwell-Construction Accounting, and project management software.

· Procontractor-Construction Accounting, and project management software.

· Accounting CS-Accounting Software.

· Kronos-Accounting Software.

· Quickbooks

· Citric Sharefile-Content collaboration, file sharing, and sync solution for large business.

· FileMaker (Database application)-Manage data, contracts, and projects.

· Dodge Report-Data, and analytics for construction projects, and bidding.

· Skype

· Excel

· Word

· Publisher

· 10-Key by touch
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