Rachel Nguyen

Payroll Coordinator

© Dallas, TX & (555)214-8830 & rachel.nguyen@gmail.com {m linkedin.com/in/rachelnguyen-payroll

SUMMARY

Detail-oriented Payroll Coordinator with 5+ years of experience managing
end-to-end payroll operations for 500+ employees. Reduced bi-weekly
processing errors by 31% and cut cycle time 28% through ADP Workforce
Now automation. CPP-certified with deep knowledge of FLSA, multi-state
tax compliance, and SOX controls.

EXPERIENCE

Feb 2020 - Present
Dallas, TX

Payroll Coordinator

Paychex, Inc.

Coordinate bi-weekly payroll for 520 employees across 6 states, managing

garnishments, PTO accruals, and year-end W-2 processing.

+ Processed bi-weekly payroll for 520 employees in ADP Workforce Now,
achieving 99.8% accuracy over 36 consecutive pay cycles

- Automated manual time-import process, reducing payroll processing cycle
from 3 days to 1.5 days and saving 18 staff-hours per period

« Resolved 95% of employee payroll inquiries within 24 hours, earning a
4.9/5.0 internal satisfaction score

+ Coordinated multi-state tax filings across 6 states, maintaining 100% on-
time compliance with no penalties in 3 years

- Partnered with HR to onboard 80 new hires per quarter, ensuring same-
cycle payroll enrollment with zero missed payments

Payroll Assistant Jul 2018 - Jan 2020

Kforce Inc. Irving, TX

Supported payroll processing for 210 employees and assisted with benefits

deduction reconciliations.

» Processed monthly payroll for 210 employees with a 99.1% accuracy rate,
reducing correction cycles by 22%

+ Maintained HRIS records in Workday, ensuring 100% data integrity for 200+
active employee profiles

+ Responded to 90% of payroll inquiries within 24 hours, contributing to a
department SLA improvement from 72 to 18 hours

SKILLS

- ADP Workforce Now

« Payroll Compliance (FLSA/IRS)
+ Multi-State Payroll

» Kronos/UKG Timekeeping

- Excel (Pivot Tables, VLOOKUP)
« Payroll Reconciliation

- Benefits Deduction Processing
« Customer Service

EDUCATION

Bachelor's

University of California
Business Administration
Los Angeles, USA

Jun 2018

GPA: 3.5



