VALERIE BIETENDORF
Phone: (702) 540-3595 ( vbietendorf@gmail.com
	Identify problems + Develop Solutions = Cost Savings


Financial Specialist with over 15 years accounting, payroll, finance, and administrative experience with a range of business sizes from small enterprises to a Fortune 500 company.  Hands-on, detail-oriented thinker with excellent written and oral communication skills; accuracy and timeliness of meeting deadlines. Talent for research, analyzing systems, and implementing changes to streamline processes, procedures, and reducing costs, while maintaining regulatory compliance controls and delivering bottom-line results.  Strong PC and mathematical skills.  Outstanding customer service skills, with a calm demeanor under challenging circumstances.  Delivers on-time solutions that make a difference. 
System Optimization
Review of business processes and procedures to discover the root cause of problems quickly, clarify issues with cross functional collaboration.  Identify technical challenges/anomalies, organize and coordinate appropriate technical resources for automated and non-automated resolutions creating efficiencies and cost savings.
Accounting + Financial Management

Involved in the preparation of month-end/quarter close, inter-company accounting transactions and consolidated financial statements.  Management of processing including payroll, general ledger, accounts receivable, accounts payable, and fixed assets maintenance entries.  Preparation of multi-state and federal payroll, sales and use tax return filings.  Research, ad-hoc reports and reconciliations of general ledger and bank accounts to give operations professionals the information they need to react quickly to both economic and business driven issues.  Able to communicate across functional lines to ensure understanding of company financial objectives and compliance with financial controls.

Change Management

Demonstrated ability to lead conversion teams through takeovers and changes in management by utilizing a plan of action that provides for two-way communication that fosters an environment of idea exchange while staying focused on the crucial components of the transition.  Developed training materials to ensure newly acquired operations have adequate resources that provide sufficient information for employees to understand expectations and objectives.  Excellent probing and listening skills to uncover customer needs and remove obstacles inhibiting the attainment of business goals. Encourage innovation and communication, and for people to be empowered to deliver great results.
Compliance
Lead preparation of all necessary work papers for external audits to ensure timely completion.

Conducts internal organizational and operational studies, audits, and investigations.

Researches and determines the effects of new and revised laws and accounting requirements.

Reviews and analyzes financial systems, procedures, records, forms, reports, and controls for compliance with accounting regulations and Sarbanes-Oxley section 404 laws to reduce risk of fraudulent financial statement reporting.
Team Management
Create and maintain a harmonious work environment that maximizes team effectiveness, with the focus on team-based goals, co-operation, relationship building, recognition and achievement.  Share knowledge, provide feedback and guide others through policy and procedure changes of systems and strategic initiatives.  Facilitate regular meetings with subordinates to ensure awareness of corporate objectives and alignment of their functions with those objectives.  Passionate about Customer Focus, empower people to deliver great results and doing things “Right the First Time”.
Moral Compass

Decision making is geared toward doing what is right, even when others are not looking.  It does not matter whether the leader is being scrutinized or watched, the correct path must be followed.  When you make decisions, it is not enough to follow the letter of the law.  The spirit of the law and an eye toward the greater good must be taken into account.  Say what you mean and mean what you say
PROFESSIONAL EXPERIENCE
MASCO BUILDER CABINET GROUP, Las Vegas, NV




2006-2009

Manufacture and installation of Merillat, Masterpiece and Quality brand cabinets for kitchens and baths. 

Office Supervisor, SOX Coordinator, Accounts Payable 

Compliance.  Developed, implemented, sustained, monitored, and when necessary, revised compliance policies, procedures, and operations practices that enabled the company to meet legal and regulatory requirements and adhere to the spirit as well as the letter of the law.  Maintained all sections 404 risk and control matrices for the Branch. Worked effectively with internal and external auditors, management, staff, and interested groups while maintaining objectivity, independence, and credibility.  
System Optimization.  Worked with leadership to identify and document what the processes and procedures were, systematized, eliminating unnecessary steps, minimizing time requirements, increasing productivity.  Initiated and implemented revision of payroll timekeeping system that streamlined the processes, reducing Supervisors time requirements by 30% and centralized the record retention of reports for the Branch.
Financial Management.  Helped manager analyze complicated financial statements to find and fix misappropriated entries and errors, resulting in $234,000 increase to the bottom-line.  Directed or coordinated the day to day administrative operations of the service center by reinforcing office work procedures and coordinating with other department to accomplish BCG stated objectives for Accounts Payable, Accounts Receivable, Sarbanes-Oxley, Human Resources, Progress Billing, Invoicing, and Payroll reporting. Supervised office administration staff.  Processed Las Vegas Branch’s Accounts Payable transactions.
AVERY DENNISON, Las Vegas, NV.




                          2004 - 2006

Manufacturer of RFID “smart labels”, pressure-sensitive labels, electronic, office and automotive products, graphic printable media, and retail informational services.  $5.5 billion in Sales with 7,000 U.S. employees
Senior Accountant, Payroll Audit and Controls
Compliance.  Main contact for audit documentation preparation process for Sarbanes-Oxley and PricewaterhouseCoopers LLP.  Led compliance resolution process and effected standardization of policies, procedures, and controls.  Prepared Sarbanes-Oxley Internal Control Grids and key process flowcharts for legal and fiscal compliance guidelines with regulations for internal and external testing audits.  
System Optimization.  Identified and implemented opportunities for process improvement; simplified and automated the expatriate inter-company recharge billing processing documents from five days to two days completion.
Financial Management.  Created monthly queries and Excel spreadsheets, disseminated privileged information activities for payroll liability accounts and bank account for analysis.

Routinely collaborated with lateral stakeholders; validated receipt of mandatory data and internal process controls for disbursement of funds for payroll and tax transactions

Team Leadership.  Supervised and trained payroll accounting staff.  Fostered a cooperative atmosphere for employee growth and development through training and coaching.  
STEEL ENGINEERS, INC., Las Vegas, NV.



                          2001 – 2004
Reinforcing steel fabrication and placement, structural steel, and plate fabrication, concrete accessories, forming and shoring materials, tools and equipment rental, sales and repair. 200 union and non-union employees.
Payroll Administrator





      
Financial Management.  Compiled and processed all documents for payroll from timecard job costing to paycheck creation, disbursement of funds for direct deposit, accounts payable and tax filing to the various banks, agencies, general ledger entries and union reporting.
Created Excel spreadsheets used to analyze what if scenarios for labor costs when changing the mix of apprentices, foremen, and general foreman on jobs; facilitated management’s analysis and resolution to diverse problems on construction projects. 

System Optimization.  Participated in project team to implement software conversion supporting reporting compliance for ironworker’s and apprentice unions; developed solutions to new union reporting requirements for Certified Payroll reporting documents to avoid fines.
eTOYS, INC.,  Santa Monica, CA.





              2000 – 2001
Internet retailer of children and baby products. $151 million with 1,000 employees
Senior Accountant/Payroll Manager
Financial Management Oversaw the payroll processing.  Researched, resolved tax and system issues with the ProBusiness service representatives. 

Prepared labor accounting documents for the bankruptcy court filings.

Coordinated the disbursement of funds between accounts for payments made under the bankruptcy guidelines.

System Optimization.  Implemented procedures and system modification.  
Supervised and trained payroll staff.  
Member of the closure team for bankruptcy of the company.

AMERICAN GOLF CORPORATION, Santa Monica, CA.

                                       1998 – 2000 
Management of 300 public and private golf courses. $640 million with 18,000 U.S. employees

Public Courses Accountant Payroll 
System Optimization.  Compiled Kronos timekeeping data for the 300 U.S. golf courses. Systematized the timekeeping data transmission processes and improved accuracy by eliminating steps where data was never utilized, reduced processing time by half a day. 

Team Leadership.  Supervision of Payroll Coordinators for the 200 U.S. public golf courses.  Developed customer service relationships with the field and home office staff through regular phone calls to each course’s manager resolving data integrity issues for information transmitted for financial statements 

Liaison with Human Resource group for benefit enrollment exception resolution.

Acquisition.  Identified and implemented data transition plan for twenty-four new golf courses within a three month period mid-year, resulting in a smooth transition to bring on 2,000 employees.  

RETIX, Marina Del Rey, CA.




                                        1993 – 1997 System administration network protocols, routing and switching network management for internetworking products, wireless data, and telecommunications management networks. $31 million with 400 employees
Payroll Accountant/Administrator



             
System Optimization.  Developed and implemented the conversion of a standalone ADP PC payroll system to a Ceridian network integrated database system that reduced duplication and encouraged cooperation between the Human resource and payroll staff in a three month time frame.

Financial Management. Processed the payroll. Analyzed and reconciled Hewett Packard ManMan general ledger accounts and tax filing reporting from Ceridian.  Budget and financial variance analysis.  Prepared commission statements in excel spreadsheets. 
EDUCATION & CREDENTIALS

Bachelors Science in Business Management – Pepperdine University, Malibu, CA.

Certified Payroll Professional – American Payroll Institute, US

Human Resources Management Certificate – California State University, Long Beach, CA.

Payroll Practice and Management Certificate – California State University, Long Beach, CA.
PROFSSIONAL ASSOCIATIONS
American Payroll Association 
TECHNICAL SKILLS
Proficient in MS Office products including Excel and Word

 AS400, JD Edwards, ADP Report Writer and ADP Advanced Report Writer

PeopleSoft Payroll, ProBusiness, Ceridian, ADP, Kronos
