Brittany Chen

PAYROLL SPECIALIST

Chicago, IL  (312) 555-0782  brittany.chen@gmail.com linkedin.com/in/brittanychen-payroll

SUMMARY

CPP-certified Payroll Specialist with 5+ years of experience processing bi-weekly and semi-monthly payroll for 500+
employees at Fortune 500 consumer goods companies. Improved payroll processing efficiency by 30%, reduced errors by
25%, and implemented a new ADP Workforce Now module that cut processing time by 40%. Strong compliance background
covering FLSA, IRS Publication 15, and 6-state multi-state payroll.

SKILLS

Other Skills: ADP Workforce Now (92), Paychex Flex (85), Multi-State Payroll (6 states) (85), Payroll Compliance (FLSA/IRS) (88),

Payroll Reconciliation (88), Garnishment Processing (80), Excel (Advanced) (85), Employee Communications (82)

EXPERIENCE
Payroll Specialist Jan 2018 - Present
Walgreens Boots Alliance Deerfield, IL

Process bi-weekly payroll for 500+ corporate employees in ADP Workforce Now; serve as primary payroll contact for employee

inquiries.

 Processed bi-weekly payroll for 500+ employees in ADP Workforce Now with 99.8% accuracy and zero late disbursements over
78 pay cycles

» Managed 300+ payroll inquiries per quarter with a 95% employee satisfaction rate and average 4-hour resolution time

+ Collaborated with HR and Finance to ensure FLSA, IRS, and 6-state multi-state payroll tax compliance with zero agency
penalties

» Implemented ADP automated exception-reporting module, cutting manual error-review time by 40% and reducing payroll errors
by 25%

» Improved overall payroll processing efficiency by 30% through systematic workflow redesign and documentation of best

practices
Payroll Coordinator Jun 2015 - Dec 2017
Paychex Chicago, IL

Coordinated payroll processing for a portfolio of 10 client accounts totaling 200+ employees.

» Assisted in processing monthly payroll for 200+ employees across 10 client accounts with 99% accuracy and on-time regulatory
filings

* Maintained payroll records and tax reports in Paychex Flex, ensuring 100% data integrity for annual W-2 production

* Participated in 3 payroll audits, achieving a 99% accuracy rate and identifying $18K in over-withholding recoveries

EDUCATION
Bachelor's Degree Jun 2015
University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5



CERTIFICATES

Certified Payroll Professional (CPP) Jan 2020
American Payroll Association

Advanced payroll credential covering processing, compliance, and management.

LANGUAGES

English Spanish
Native Intermediate
HOBBIES

Reading



