
Robert Smith 
Payroll Secretary

PERSONAL STATEMENT

Seeking a Payroll Secretary position where I can effectively utilize my 
communication, knowledge, and organizational skills. And obtain stability 
and growth within the workplace. Want to be given the opportunity to 
demonstrate to the employer how well and how efficient my ability as an 
employee can contribute to the professionalism of the company.

WORK EXPERIENCE

Payroll Secretary
ABC Corporation -   February 2010 – March 2012 

Responsibilities:

 Reviewed time sheets, work charts, wage computation, and other 
information to detect and reconcile payroll discrepancies.

 Processed paperwork for new employees and enter employee 
information into the payroll system.

 Verified attendance, hours worked, and pay adjustments, and post 
information onto designated records.

 Computed wages and deductions, and enter data into computers.
 Recorded employee information, such as exemptions, transfers, and 

resignations, to maintain and update payroll records.
 Processed and issued employee paychecks and statements of earnings 

and deductions.
 Kept track of leave time, such as vacation, personal, and sick leave, for 

employees.

Payroll Secretary
Delta Corporation -   2007 – 2010 

Responsibilities:

 Received hours worked, tips, and mileage records from various 
companies and their employees which were documented into a Quick 
Books program and .

 Kept track of and filed payroll taxes for each company, and complied 
reports for each companys quarterly taxes.

 Organized and scanned into a computer file system, various documents 
and receipts from each company enlisted.

 Semi Monthly payroll for over 360 employees Responsible for 
Maintaining Payroll Database; entering new employees, updating 
deductions for employees .

 Payroll for 350 employees, garnishments, cut checks, recorded 
vacations.

 Kept books and recorded bank account for recipient trust fund.
 Sent monthly statements for laundry and received payments for leased 

properties.

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Strong Leadership, 
Communication Skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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