Amanda Hotaling
6779 Pine Crest Trail South, Cottage Grove, MN 55016; (612) 396-7889; ahotaling915@gmail.com

Summary
	Detail-oriented client service professional with excellent time management and organizational skills

Accomplishments
· Trained and participated in the initial interview process and hiring procedures
· Proficient in multiple Payroll/HR systems
· Completed payroll training modules and exam in November 2011 to become Senior Payroll Specialist
· Past experience as a mentor for new Payroll Specialists 
· Earned certificate in Human Resource Management

Experience
[bookmark: _GoBack]
	Paychex, Inc.  
· Implementation Specialist, April 2015 – Present, Remote for Washington, D.C.
· Responsible for the setup, training, and successful implementation of new clients
· Inputs required employee personal and payroll information into database system
· Completes successful setup of client accounts on a specific timeline
· Balances QTD/YTD wages, taxes, benefits, and deductions in order to accurately reconcile client data
· Researches and resolves client implementation issues in a timely manner to optimize client satisfaction
· Establishes a positive working relationship with new clients
· Completes required documentation to transfer client to ongoing service team
· Proficiency in payroll/HR systems as well as Microsoft Office	

· Client Service Representative, November 2014-April 2015, Mendota Heights MN
· Responded to client inquiries and assisted in resolution of problems by providing personalized customer service
· Proactively ensured client satisfaction and high client retention 
· Answered questions regarding payroll, taxes, products, and system issues by responding in a timely manner and following-up as necessary
· Created and assisted with payroll reports
· Ability to meet strict deadlines for payroll and tax filings
· Trained clients on payroll systems through e-mail, phone, and web-ex sessions	

· Senior Payroll Specialist, August 2010-August 2013, Mendota Heights, MN
· Maintained base of 275+ payroll clients in order to meet client service needs
· Contacted clients according to set schedules to obtain payroll and employee data 
· Provided quality client service to sustain a high rate of client retention and satisfaction
· Managed client files to ensure correctness, efficient operation, and improved client service
· Researched and resolved client and system problems to ensure accurate payroll reports and tax returns
· Established a continuing positive working relationship with clients, agencies, and co-workers to promote a positive quality service image
Granite City Restaurant Operations
· Payroll Specialist, September 2013-October 2014, Golden Valley, MN
· Processed bi-weekly payroll for 3000+ employees
· Responded to employee inquiries regarding payroll in a quick and professional manner 
· Pulled data reports from time and labor system and imported into payroll system
· Created and audited payroll reports to ensure accuracy 
· Processed new hires, promotions, terminations, labor adjustments, vacation time, and leaves of absence
· Issued checks for bonuses and special payments
· Proficient in Ceridian system for payroll/HR functions, additional training to build knowledge of systems





Education
· Cardinal Stritch University
· Completed June 2010
· Certificate in Human Resource Management

· University of Minnesota – Twin Cities
· Graduated 2005
· Bachelor of Arts, Psychology



