

Judy Frank



Page 2

JUDITH L. FRANK
(281) 382-6412 (cell)
1750 E League City Pkwy, Apt 812
jlfrank5157@comcast.net
League City, TX  77573
HRIS Manager / Systems Analyst
Over 15 years of Human Resources administrative and systems experience.  Managed the selection, configuration, and implementation of company-wide HR/Payroll systems.  Expertise in multiple HR, payroll, and timekeeping applications.
Systems and Software

	· UltiPro HR/Payroll System

· UltiPro Time & Attendance System

· UltiPro Recruitment

· Portfolio Workforce Management (PWM)

· Cognos 7 Impromptu & Cognos 8

	· MS Access

· MS Excel

· MS Word

· MS PowerPoint


01/09 - 08/10
American National Insurance Co, Galveston, TX



Human Resources Information Systems Manager
· Served as Project Manager for the implementation of UltiPro Time and Attendance system, bringing the system in on time and under budget.
· Worked with HR Generalists to create and present live and recorded training material for the Time and Attendance system to present to managers, exempt, and non-exempt employees.

· Secured approval for the implementation of UltiPro Recruitment by creating the project charter and presenting it to the corporate project committee.  Prepared and presented the project plan as project manager for this initiative.

· Team member of two successful subsidiary company integrations to UltiPro, providing guidance and training to subsidiary team members on the use of UltiPro and its various modules.  This integration resulted in one HRIS system for the family of companies providing a central repository of HR and payroll data allowing for better management of Human Capital.
· Created ad-hoc reports utilizing Cognos Impromptu for members of management as requested, for auditing of employee data to maintain data integrity, and for analysis of employment trends.  Created iwr reports to be published via the web, enabling multiple users to access data within the system. 
· Created import templates to update and correct data within the system, relieving workload off the IT staff.
· Co-administered the HR SharePoint site, adding and deleting content and creating TeamSites as needed.

01/08 - 
01/09
Benchmark Hospitality, The Woodlands, TX

Payroll Manager
· Utilized UltiPro to process payroll for home office personnel, small properties, and start-up companies.
· Created and submitted weekly, biweekly, and semi-monthly payroll print, tax, and garnishment files to ADP for check printing and tax and garnishment processing for 25 component companies, each with unique FEIN’s.
· Balanced multi-state federal, state, and local payroll taxes quarterly and made any necessary adjustments for all companies.

· Researched and resolved past and present tax issues.

· Provided on-site training on UltiPro Payroll and HR functions to new personnel at start-up companies.

01/01- 01/08
Carriage Service, Inc., Houston, TX

Human Resources Information Systems Manager
· Served as Project Manager for implementation of Portfolio Workforce Management (PWM) System, a web-based time and attendance and scheduling system utilizing biometric time clocks.
· Co-chaired and executed the HR/Payroll system conversion from ADP to UltiPro.
· Developed and performed parallel testing of both systems.
· Implemented the UltiPro web system for manager and employee self-service.

· Created training material and trained managers and administrative personnel from 170 locations on PWM and UltiPro via web conferencing.

· Developed and implemented test plans for upgrades for both PWM and UltiPro.
· Analyzed and resolved system issues.
· Created and implemented HR/Payroll reports for management using Cognos Impromptu and MS Access.
· Lead the company’s customer service feedback program, including personnel.  Includes monthly mailings, tabulation, and analysis to the field.
· Managed the production and distribution of training material for multiple trainers.
01/00-12/00
Cole National Corporation, Twinsburg, OH


Human Resources Information Systems Manager

· Performed HR/Payroll system security administration.

· Created and generated Human Resources and Payroll reports from the Infinium HR/Payroll System using AS400 query, MS Access, and Excel.

· Administrated all modules of Infinium.  Created new tables, screens, codes, and values.

· Audited employee data to assure data integrity.
· Maintained a comprehensive custom benefits eligibility system.

6/98-12/99
Allright Corporation, Houston, TX


Human Resources Information Systems Administrator

· Created and generated HR and Payroll reports.

· Administed all modules of Infinium HR, Payroll, and Benefits including system table maintenance, as well as generation of new tables, screens, codes, and values.

· Acted as liaison between IS technical staff and executive and field personnel in creating program specifications and output for management client reports, vendor interfaces for benefits, and various company programs.

· Coordinated payroll-related administration of union contracts for five union cities.

· Wrote user procedures and documentation.
· Provided key support during acquisition by Central Parking.
8/94-6/98
Oshman’s Sporting Goods, Houston, TX


Human Resources Administrative/Systems Manager
· Supervised Human Resources data entry and file room personnel.

· Ensured compliance with I-9, FMLA, COBRA, and other state and Federal regulations.

· Maintained the Lawson HR system, including benefit plan additions and changes, minimum wage increases, set up of EEOC reports, data entry screen changes, and any other HRIS related functions.

· Administered confidential projects including implementation and coordination of company-wide annual performance evaluations, conversion of assistant managers from exempt to non-exempt status, 
· Assisted in corporate restructuring which included a business activity review process that resulted in a 25% reduction of corporate staff.
· Administered the 401K plan.

· Coordinated all company relocations.
Recent Training
· DDI Structured Interviewing

· Cognos 8

· UltiPro Recruitment
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