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Professional Summary
[bookmark: _GoBack]Experienced payroll Specialist with 18 years of experience. Works independently to handle payroll activities and process timely checks and deposits. Acquainted with office procedures, method and practices.


Work Experience
PAYROLL SPECIALIST
UERM MEMORIAL MEDICAL CENTER INC, QUEZON CITY
MARCH/2005 – Present 
[bookmark: _heading=h.xg6q4cddqq40]
· Verify and submit timekeeping information for accurate and efficient payroll processing.
· Investigate payroll variances and employee claims to resolve discrepancies and balance financial records.
· Perform calculations in overtime, vacation and sick hours to provide accurate data to payroll processing database.
· Prepared and monitored sick leave files and vacation leave files
· Manage payroll data entry and processing for employees to comply with predetermined company guidelines
· Verified on-time submission of payroll taxes and within constrain of Internal Revenue Service
· Produce payroll activities documentation and reports to meet corporate guidelines and promote transparency


Education
Business Administration, Bachelor of Science Major in Finance
University of The East, Manila, Philippines, June1997 – October/2001
Student Assistant, Working while studying Awards at the University 

Certifications
2012-06 Certified Payroll Specialist – passed the examination dated June 24, 2012 at National Institute of Accounting Technicians, Ortigas Pasig City

2017-09 Certified Payroll Professional – passed examination dated September 2017 at National Institute of Accounting Technicians, Ortigas Pasig City



Skills
Professional
Good Communication Skills
Data Insight
Building Relationships with co workers

Technical
Microsoft Office
Adobe Creative Suite
HTML
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