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Objective

To obtain a senior position of Payroll Administrator in a well reputed company, where I can fully deploy my experience and expertise in order to achieve company's objectives.

Summary of Qualifications

•
A highly experienced and self motivated professional having 7 years experience in payroll administration.

•
Capable of accomplishing all the administrative, HR and marketing works.

•
Efficient enough in establishing a good communication.

•
Have an expertise of analyzing and implementing applying exceptional strategies.

•
Capable of maintaining a working culture in the organization.

Professional Experience

Payroll Administrator 2008 to Present

Allied Corporation Scottsdale, AR

•
Successfully accomplished the payroll administrative works supervising 650 workers in the company.

•
Provided all the technical assistance and support to the administrative machinery.

•
Handled a variety of monetary functions including the taxation as well by pressing into services medical, dental, and life insurance schemes for the employees.

•
Prepared, maintained, and submitted reports and records, such as budgets and operational and personnel reports.

•
Made recommendations to management concerning staff and improvement of procedures.

Assistant Payroll Administrator 2006 to 2008

Dale Corporation Scottsdale, AR

•
Assisted in conducting the processes of hiring, training, and managing the payroll section staff.

•
Reviewed on a daily basis the overall performance to reach the target and ensured quality.

•
Performed all the administrative responsibilities by calling meetings, and scanned the current need, thus brought a required change.

•
Consulted with supervisor and other personnel to resolve problems, such as equipment performance, output quality, and work schedules.

•
Maintained records of such matters as inventory, personnel, ordered, supplies, and machine maintenance.

Payroll Supervisor
2003 to 2006

Mount Firm Inc.
Scottsdale, AR

•
Oversaw, coordinated, and performed activities associated with shipping, receiving, distribution, and transportation

•
Analyzed financial activities of establishment and department and assisted in planning budget

•
Participated in work of subordinates to facilitate productivity and overcome difficult aspects of work

•
Worked closely to the Vice President of Payroll Administration.

•
Handled all client special requests, payroll research, interim payrolls and payroll adjustments.

Education

M.B.A., Business Administration
2003

National University of Business Management
Scottsdale, AR

B.B.A, Accounting
2001

Community College of Commerce
Scottsdale, AR

Skills

•
Confidential Correspondence & Data

•
Data Entry

•
High Volume Schedule Maintenance

•
Information Resource

•
Administrative Support

•
Research and Reporting

•
Reconcilement

•
Payroll Preparation

•
Payroll & Accounts Administration

•
Correspondence & Presentations

•
Efficiency Improvements

•
Problem-Solving & Complaint Resolution

•
Oral & Written Communication

Affiliations

•
Member, American Payroll Association, Scottsdale, AR





      2009

Certifications

•
Certified Payroll Professional (CPP), American institute of Administration, Scottsdale, AR

      2005


