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	[bookmark: summary]Summary
A gifted Accountant with huge experience in providing administrative and technical support in functional areas of human resources, including but not limited to knowledge of salary packaging, workers compensation, superannuation and payroll tax.
· More than 15years experience working in a full function payroll officer position
· Strong analytical skills with a good attention to detail
· Excellent computer literacy with a sound knowledge of MS Office Applications
· Excellent oral and written communication skills


	[bookmark: objective]Career Objective
	As an experienced and motivated Payroll Officer and Accountant I am looking to further my career 
In a dynamic business environment.





	[bookmark: employment]Employment History
		July 21, 2010 – present: Payroll Accountant (Full Time)
	Melbourne, NSW, Australia

	Harmem Children’s Zone, New York, N.Y.

	· Maintained all the aspects of accounting, auditing and payroll of the company
· Processing Bi-Weekly and Semi-Monthly for more than 4,000 employees; ADP Enterprise
ADP E-Time; ADP HRA; Kronos Central
· Manage GL Payroll entries and garnishment; 401K & 403B, medical benefits, 1099, W-2”s
· Coordinated Payroll Policies & procedures with Human Resources and Accounting Division
· Preparing, reviewing & verifying, quarterly & annual tax reconciliation reports.
· Verifying Changes in Federal, State, Multi-State and local tax regulations
· Research & Resolve Payroll Issues/Discrepancies, manual checks, bonuses & growth fund

	

	
Aug. 2007 – July, 2010: Finance/Payroll Administrator (Full Time)
	Melbourne, VIC, Australia

	Ntimes Square District Management Association(Ntimes Square Alliance), New York

	· Processed Bi-weekly payroll for 1,100 Employees; ADP PayExpert/ADP EZ Labor Mngmt balance sheets of the business transactions
· Supervision of 10 employees at A/P; A/P and Payroll Department
· Responsible for Acct. Payable; Acct. Receivable, 401K, medical benefits, 941, 1099, W-2’s
· Generated reports to recap payroll, terminations, reports for TransitChek benefits, order and
Reconciliation, Payroll Journal Ledger; encoding and matching invoices
· Responsible for quarterly, yearly and fiscal year audit; tax levy/garnishments




	




	
Sep. 2006 – Aug 2007 : Senior Accounts Payable Specialist (Full Time) 
New York University Center, New York, NY

	· Codes such items as invoices, vouchers, expense reports, checks request, etc., with correct codes conforming to standard procedures to ensure proper entry into the financial system
· Handles all vendor correspondence via phone and email, process more than 400 invoices daily; attaches the corresponding purchase orders to incoming invoices with all supporting documents; Prepares batch check runs, wire transfers and monthly closings.
· Reconcile various accounts by identifying error in posting or omissions by applying appropriate accounting standards.
· Receives, researches and resolves a variety of routine internal and external inquiries concerning account status, resolve issues and discrepancies
· Files, maintains and distributes accounting documents, records and reports

	Nov. 2004 – Sep. 2006 : Office Manager/Accountant/Bookkeeper (Full Time)
St. Claik’s Home Health and Hospice, Inc., Los Angeles, CA

	· Supervision of 38 employees; Accounting, Medicare Dept.; Nurses and Physical Therapy
· Responsible for high volume of payroll, bonuses, incentives, commission; 401K; 941, 1099
W-2’s; Medical Billing, medical benefits; garnishments, tax levy; responsible for Multi-State Payroll Taxes.
· Responsible for Acct. Payable; Acct. Receivable, Bank reconciliation, check and balances 
Petty cash, trust acct.; Payroll Ledger; Journal Entries
· Sending and processing claims to different Insurance (medic-cal and medicare)
Reconciliation, Payroll Journal Ledger; encoding and matching invoices
· Responsible for quarterly, yearly and fiscal year audit

	May 1998 –  Oct. 2004: Accountant/Bookkeeper/Legal Assistant (Full Time)
Pradorn & Tuy, LLP – Wall Street, New York, N.Y.

	· Supervision of 5 employees; Accounting and Payroll; multi-state taxes
· Responsible for  payroll, bonuses, incentives, commission; 401K; 941, 1099
W-2’s; Billing, medical benefits; garnishments, transitchek benefits
· Responsible for Acct. Payable; Acct. Receivable, Bank reconciliation, check and balances 
Petty cash, trust acct.; Payroll Ledger; Journal Entries
· Sending and processing claims to different Insurance with different cases; personal injuries;
Mal-Practice, slip & fall; etc..
Reconciliation, Payroll Journal Ledger; encoding and matching invoices
· Responsible for quarterly, yearly and fiscal year audit





















	[bookmark: education]Education / Qualifications
		Bachelor in Business Administration -University of the United States
Major in Accounting – Graduated April 1987

BSBA in Computer/Cost Accounting
	Melbourne, NSW, Australia

	

	Online Studies – Rochville University of Rocks
Graduated: June 2004
	Melbourne, VIC, Australia
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	[bookmark: skills-summary]Skills Summary
· ADP Certified Payroll Expert, ADP PayExpert; ADP EZ Labor Management; ADP Pay Force
· ADP Enterprise; ADP HRIS; ADP HR Anytime; ADP E-Time, ADP Time Saver; Kronos
Workforce Central; Accounts Payable; Accounts Receivable; Bookkeeping.
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	Word Perfect; Microsoft Windows; Microsoft Word; Microsoft Office Excel; QuickBooks 
Professional; Saga and Mitra System; GEAC & ECLIPSES System; Dynamics; Microsoft
Outlook; Microsoft Office Word and Power Point
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