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SUMMARY

Highly experienced and certified payroll bookkeeper with a strong background in payroll accounting, tax compliance, and
benefits administration. Proven track record of accuracy and efficiency in payroll processing, with a strong ability to
manage multiple projects and priorities. Seeking a challenging role as a payroll bookkeeper where | can utilize my skills
and experience to contribute to the success of the organization.

SKILLS

Payroll accounting e Tax compliance e Benefits administration e Payroll software e Microsoft Office
Time management e Organizational skills ¢ Communication skills

EXPERIENCE
Senior Payroll Bookkeeper 2018-Present
ABC Corporation New York, NY

Responsible for managing payroll operations for a staff of 500 employees, including processing bi-weekly payroll, reconciling payroll
accounts, and preparing payroll tax returns

e Processed payroll for 500 employees, resulting in a 99.9% accuracy rate and a 25% reduction in payroll processing time

e Reconciled payroll accounts, identifying and correcting discrepancies, and ensuring compliance with federal and state
regulations

e Prepared and filed payroll tax returns, including Forms 941 and W-2, with a 100% compliance rate

Payroll Bookkeeper 2015-2018
DEF Company Boston, MA
Assisted with payroll operations, including data entry, payroll processing, and benefits administration

o Entered payroll data for 200 employees, resulting in a 95% accuracy rate and a 15% reduction in data entry time

e Processed payroll for 200 employees, resulting in a 98% accuracy rate and a 10% reduction in payroll processing time

e Administered benefits, including health, dental, and vision insurance, resulting in a 20% increase in employee satisfaction

EDUCATION

Bachelor of Science 2010-2014
University of Massachusetts Ambherst, MA
Accounting GPA: 3.5

CERTIFICATES

Certified Payroll Professional
American Payroll Association
2015

Certified payroll professional with expertise in payroll accounting, tax compliance, and benefits administration



AWARDS

Payroll Professional of the Year
American Payroll Association
2018

Awarded for outstanding contributions to the field of payroll accounting

LANGUAGES
English

Native

HOBBIES

Reading industry publications



