Melissa Grant

Payroll Assistant

New York, NY - (212)555-1305 ° melissa.grant@gmail.com
linkedin.com/in/melissagrant-payroll

SUMMARY

Detail-oriented Payroll Assistant with 3+ years of experience managing payroll operations for 500+ employees at a Fortune
500 retail company. Processed payroll with 99.9% accuracy, reduced processing time by 30% through workflow
improvements, and received the Payroll Excellence Award for consistent zero-error performance. FPC-certified; pursuing CPP
through the American Payroll Association.

EDUCATION

Bachelor's Jun 2018
University of California, Los Angeles Los Angeles, CA
Business Administration GPA: 3.5
EXPERIENCE

Payroll Assistant Jan 2020 - Present
Macy's Inc. New York, NY

Assist in managing bi-weekly payroll operations for 500+ store and corporate employees in ADP Workforce Now.

* Processed bi-weekly payroll for 500+ employees with 99.9% accuracy and zero late disbursements across 78 consecutive pay

cycles

* Reduced payroll processing time by 30% by redesigning the pre-payroll data audit checklist and automating 6 manual

reconciliation steps

* Developed and maintained payroll records and reports, ensuring 100% data integrity for W-2 production and quarterly 941
reconciliations

* Resolved 200+ payroll discrepancies per year in coordination with the Payroll Manager, maintaining 97% same-day resolution

rate

» Ensured compliance with FLSA, NY state wage-and-hour laws, and IRS Publication 15 across all payroll cycles

Payroll Coordinator Jun 2018 - Dec 2019
Paychex New York, NY
Coordinated payroll operations and tax reporting for a portfolio of 8 client accounts totaling 200+ employees.

» Coordinated payroll for 200+ employees across 8 accounts with 99% accuracy and on-time quarterly 941/SUT filings

* Developed and maintained payroll reports including payroll registers, tax summaries, and benefits deduction reconciliations

+ Assisted in implementing a new payroll module for 3 clients, reducing their processing time by 40% and improving client
satisfaction to 4.7/5

SKILLS

ADP Workforce Now ¢ Paychex Flex ¢ Payroll Compliance (FLSA/IRS) < Payroll Reconciliation ¢ Data Entry & Accuracy
Excel (Pivot Tables, VLOOKUP) « Time Management ¢ Problem-Solving



CERTIFICATES

Fundamental Payroll Certification (FPC)
PayrollOrg (American Payroll Association)
Jun 2020

Entry-level payroll credential covering calculations, compliance, and terminology.

AWARDS

Payroll Excellence Award
Macy's Inc. Finance Excellence Program
Dec 2022

Recognized for 78 consecutive zero-error pay cycles and achievement of 30% processing time reduction through workflow redesign.

LANGUAGES

English Spanish
Native Intermediate
HOBBIES

Hiking



