


	
	

	
	PAYROLL SPECIALIST
	123 4th Ave. Atlanta, GA 30303 
yourname@gmail.com
 (470) 497-9669

	

	SUMMARY
	Analytical payroll specialist with 4+ years of experience performing high-volume payroll processing duties, coordinating/auditing payroll functions, and supervising staff. Comfortable preparing and delivering coaching materials by analyzing the organization’s training needs and clarifying goals. Seeking an opportunity to build team chemistry while using problem-solving approaches to refine payroll procedures at Iowa State Job Bank.

	
	

	PROFESSIONAL EXPERIENCE
	Payroll Specialist
Global Payments Inc., Atlanta, GA
September 2020–Present

· Coordinate with payroll department of 10 employees, executing and standardizing operations while complying with state/federal tax procedures
· Collaborate with the HR department to upgrade payroll, time, and attendance software, ensuring the transition of 440+ salary non-exempt employees to exempt status
· Create consistency in procedures involving payroll systems by creating detailed training materials
· Inspect payroll errors and prevent repeated mistakes by making adjustments to upcoming pay periods

	
	

	
	Payroll Specialist
Bosselman Enterprises, Grand Island, NE
July 2018–September 2020

· Organized training sessions for 20+ employees, teaching company processes, payroll policies, and techniques for conducting payroll reconciliations
· Researched, compiled, and accurately input data into the company’s payroll and administrative systems 
· Developed and submitted 4 annual payroll reports to senior management for further review and analysis
· Collected data to administer payroll procedures for 3K employees located in multiple locations

	
	

	EDUCATION
	BS in Accounting, May 2018
Honors: magma cum laude (GPA: 3.8/4.0)
The University of Alabama, Tuscaloosa, AL

	
	

	ADDITIONAL 
SKILLS
	· Certified Payroll Professional (CPP), American Payroll Association
· Computer skills: Oracle PeopleSoft, ADP Payroll
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Dear Job Seeker,

Our “White House” resume emphasizes simplicity and class. Its two-column format neatly left-aligns your headers and creates more space to highlight your career history. 

The “White House” template works well for anyone who is applying for more conservative roles, like real estate, banking, and finance. 

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:

·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2022 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:

·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry



Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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