Dena R Frazier

12701 N Pennsylvania  #153
Oklahoma City, OK  73120

Objective

To obtain full time employment in a challenging and rewarding position with the goal of relocating.
Education

1979-1983

Guthrie High School

Guthrie, Ok  73044

HS Diploma, graduated with Honors

1987-1988

Oklahoma State University

Stillwater, OK  74074

General coursework
2007

ADP Payroll Certificate

ADP Reportsmith Certificate

2009 

ADP Enterprise Certificate

Work Experience

Blastrac

Human Resources/Payroll Administrator

13201 N Santa Fe, Oklahoma City, OK 73114

February 2009 to Current

405-608-3190

Duties: manage all employee benefits for hourly and salary to include: health, dental, vision, legal, life insurance, STD, LTD, flex spending, 401K and AD&D.  Maintain all employee records and files.  Assist employees with job related issues and questions, internal customer service.  Reconcile insurance provider bills monthly.  Data entry for benefits web sites.  Coordinate special recognitions, awards and company parties. Provide reports for the controller on HR issues and all payroll cycles. Work closely with auditors for compliance.  Oversee the 5500 testing, DOL and EEOC reporting.  Run a bi-weekly payroll for the corporate office as well as the locations nationwide.  Track all employee hours, vacation, holidays and sick leave.  New hire orientations and paperwork compliance along with drug screening and background checks.  Work closely with the controller for reporting and special projects.  Put all payroll changes and updates in ADP including child support, wage garnishments, tax levies, raises, W-4 information.  Perform all work functions independently, utilizing good time management skills. Various duties as assigned by the CEO and Controller.
National Standard, Payroll & Benefits Coordinator

3602 N Perkins Rd, Stillwater, OK  74074

July 2007 to December 2008
405-377-5050 x263
Duties: manage biweekly payroll for up to 250 hourly employees, keep all employee files, track and audit vacation benefits, track employee attendance, maintain current employee data into ADP Payroll and Etime programs, provide the controller with reports and documentation as requested, assist HR with medical benefits and open enrollment, new hire orientation, monthly financial reports, biweekly payroll reports, daily enter all time card hours into Bosonova and compare report to the Etime clock in and out reports, make all time adjustments per employee, run specialized reports as requested, internal customer service to the employees and support staff, coordinate with supervisors for employee raises, enter all wage garnishments, child support deductions and tax levies, provide information for all verification of employment requests, various filing, faxing and copying as required to perform the job.

White Barn Estates, Special Events Director

2020 E Lakeview, Stillwater, OK  74074

June 2007 to July 2007

405-742-1717

Duties:  schedule all special events for the buildings, restaurant and grounds, maintain the yearly calendar for all facilities, coordinate with maintenance, catering, grounds keepers, wait staff, bar tenders and DJ’s for all events, meet with prospective clients for their event needs, research special event supplies, inventory and order supplies, implemented and revamped the contract system and paperwork to streamline the process for the customer and staff, receive all deposits and payments, provide financial reports to the controller, facilitate staff meetings, train employees, customer service before, during and after events, maintain event files, various faxing, filing and copying as required for organization.
America’s Cover Miss & Cover Boy, Director/Franchise Owner

19 Sunny Lane, Stillwater, OK  74075

Sept. 2001 to May 2007

Self employed

Duties: all logistics and planning for 40 special events per year, all contract negotiations for facilities, supplies, advertising, promotions, banquets and ballroom space, emcee all events, train all employees and volunteers, coordinate with audio and visual crew, generate all pamphlets, brochures, flyers, program books and posters for promotions, respond to all emails, phone calls and letters, accounts payable and receivable, keep tax information current, inventory and order all supplies, innovative and creative planning for improvement of all events and themed parties, generate monthly newsletters, filing, faxing and copying as required.
Trinity Christian School,  Office Administrator

902 N Washington, Stillwater, OK  74075

Aug. 1994 to May 2001

School dissolved, no phone available

Duties:  manage all aspects of the school office, internal customer service to the faculty, parents and students, take all new enrollments, give guided tours to prospective parents and students, inventory all supplies, order supplies and textbooks as needed, schedule the principal’s calendar, keep all student files in strictest confidence, respond to all correspondence (phone, fax, letters and email), generate monthly newsletters, accounts receivable, bank deposits, schedule substitute teachers, generate promotional paperwork for enrollment, graduations, field trips and special events, coordinate fund raising events, technical writing for policy manuals, provide policy and guideline information to faculty and staff as needed, implement policy as needed for students, track student attendance, generate progress reports, coordinate faculty meetings and any other duties as requested by the principal or school board.
Computer Skills

Proficient with Microsoft Office & Outlook 

ADP Payroll programs


Payroll


Reportsmith


E-time

Internet research and navigation

Dreamweaver

Adobe Photoshop

Bossonova, Job Scope 

Type at 66 WPM

Proficient with all office machines

