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Accounting / Payroll Specialist with a passion for shaping organizational strategy 
and supporting decision-making across all areas of business. Broad-based 
expertise across diverse operational functions to include accounting, payroll, HR 
and IT. Highly organized, expert leader and team-builder. Reputation for honesty, 
work ethic, professionalism, analytical focus, and calm under pressure. Seeking a 
challenging and responsible position within your organization offering the 
opportunity for growth and advancement.

2009 – PRESENT
ACCOUNTING / PAYROLL SPECIALIST - ABC CORPORATION

 Responsible for payroll processing of over 700 employees on a monthly and 
semimonthly basis.

 Responsible for all garnishments arriving from federal, state and private 
entities, verification of employment, w-4s, manual check processing, auditing of
HR documents for new hires, vacation and/or sick requests, training, and 
development including technical writing of payroll procedures for the 
department.

 Verifying and inputting payroll summary timesheets arriving via e-mail using 
excel, input hours including vacation, making changes in rates of pay for hourly 
shift pay and salary for over 700 employees within 4 regions, spread out over 
20 entities.

 Processing all w-4s while auditing employees name, address, and SSN, printing 
manual checks and examining them for accuracy and maintaining payroll 
voucher files on a semi-monthly and monthly basis.

 Providing daily customer service through phone calls, e-mails, and faxes, 
correcting all benefit deductions including reimbursements.

 Preparing, completing and managing specific documents related to personnel 
records in compliance with the laws and reporting procedures, ensured accurate
calculation and processing of annual bonuses, taxable benefits, remitting and 
reconciling financial data to the accounting department to meet deadlines.

 Prioritizing and triaging multiple requests, rush demands, and ad-hoc requests 
while meeting the department deadlines associated with the payroll cycle.

2000 – 2009
SR. PAYROLL SPECIALIST - ABC CORPORATION

 Researched relevant legal information in the development of tax policies for 
payroll related purposes.

 Set up business entities in various states and localities for payroll purposes 
provided guidance for tax compliance in regards to payroll related taxable 
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fringe benefits.
 Responsible for payroll Kronos corrections, workflow, manual payroll cycles, stop

payment, and replacement check to ensure all payroll transactions are 
processed accurately and timely.

 Processed correct garnishment calculations and compliance request.
 Responsible for employee&rsquo;s retro payments and processing.
 Reviewed and audited direct deposit for employees in the system.
 This is Dummy Description data, Replace with job description relevant to your 

current role.

EDUCATION

Associated in Accounting - 1999 (Mt. San Antonio College - Walnut, 
CA)Certificate in Payroll And income Taxation - 2007(Pellissippi State - Knoxville, 
TN)AS in Sociology - 2006(Pellissippi State - Knoxville, TN)

SKILLS

Reporting, Inventory Management, Payroll, Accounts Payable, Accounts Receivable, 
Windows, Quick Books, ADP, PeopleSoft, Oracle, JD Edwards, And Other Accounting 
Software
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