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Name, Certification

Address

City, State

Phone

E-mail

 EXPERIENCE:

Company Name, City, State 




 2/00 - present
Payroll Specialist         





(9/02 – present)
· Responsible for processing a weekly and semi-monthly payroll for 1200 employees using PeopleSoft

· Reconcile payroll data and prepare reports for management

· Enter new hires, terminations, transfers, address changes, and other employee data information

· Process garnishments, levies, savings bonds, ACH transmittals, and 401k files

· Prepare payroll related journal entries and reconcile the accounts

· Process 940 's and 941 's payroll taxes

· Ensure compliance with wage and hour regulations
· Distribute the W-2 's on an annual basis

· Responsible for new-hire paperwork in regards to the I-9, W-4, and Direct Deposits
Payroll Coordinator






 (2/00 – 9/02)
· Coordinated the payroll process for 350+ employees in multiple states on a biweekly basis

· Created various reports using ReportSmith Software

· Process Time sheets, garnishments, rate increases, direct deposits, new hires, commission payments, bonus and manual checks, benefit deductions and 401K adjustments

· Communicate with ADP on Tax issues

EDUCATION:

University Name

Degree 

GPA (only if over 3.0)

Certification title and year

SOFTWARE:

Specific Software Experience
                 Contract Accounting





         Financial Recruiting





Technical Recruiting
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-





720





972
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