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Financial minded and concise payroll administrator who possess several skills including budgeting, problem-solving, client and vendor relations and payroll administration. Strong organizational and analytical skills helped to manage the payroll systems for 5 years.
Good communication skills and people management skills have always helped to maintain strong ties with the employees. Communication skills have always helped to make the employees understand the calculation and deduction of any amount from the salaries. Experienced in keeping accurate records and ensure timely transfer of the salaries. Possess a natural knack for numerical accuracy and calculating balances. Analytical approach to identify and solve problems quickly. Comfortable in using the payroll software and trained the staff is using those Software.
	

	
	
	

	
	
	

	
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
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	Work Experience:
ABC Company
My roles in this job were:
· To manage the payrolls in the provided deadlines.
· To check the hours each employee has worked.
· To calculate and transfer the salaries of the employees.
· To deduct tax and national insurance payment on the salaries.
· To process and deduct the amount for any holidays, maternity pay and expenses.
· To calculate overtime, shift payments and pay increases.
· To answer staff queries about time sheets and pay slips.
[bookmark: _GoBack]XYZ Company
My roles in this job were:
· To issue and distribute pay checks.
· To manage direct deposits.
· To provide accounting and finance support to other people in the company.
· To issue P45 and tax forms. 
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.
	
My roles in this job were:
· Calculate the working hours of the employees.
· To transfer the salaries to the employees.
· To deduct taxes and other expenses from the salaries.
· To explain the calculations to the employees.
Skills/Competencies:
· Confident with numbers.
· Good spoken and written communication skills.
· Level of accuracy.
· Attention to details.
· Good organizational and time management skills.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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