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D

ynamic Professional, hard-working and technically skilled Payroll Tax Analyst known for accuracy, attention to detail and timeliness in managing, processing and funding taxes. Payroll /tax career spans 14 years of experience, education and other industries to include accountability for processing of payroll and taxes weekly, Bi-weekly and monthly. My experience is backed by solid credentials (accounting course work) and proficiencies in generally accepted accounting practices (GAAP) as well as MS Office Suite, Kronos, People Soft 8.9, ADP and Lawson.

Key Skills

	· Processes & Management of Taxes

· Approve Payment Transactions wkly

· Corporate Accounting & Bookkeeping

· GAAP Standards & Government Regulations

· Set up and Register for various state jurisdiction
	· Analyzing Amendments & Tracers

· Journal Entries & General Ledger

· Teambuilding & Staff Training

· Spreadsheets & Accounting Reports

· Reconcile tax accounts


Professional Experience

Verizon 









Ashburn, VA

Payroll Support Analyst  07/11- Present

Business Applications and Data Support Analyst within VSO Payroll Services supports change and problem management, application and configuration management and production support of suite of business applications, Peoplesoft Payroll, and customer web sites ensuring that the systems and data are accurate and available in a 24x7-operating environment
washington Post








Washington, DC

HRIS Payroll Tax Consultant    04/11- 6/2011
Perform various duties while strategically planning for the company “go live” in June migrating from ADP to PeopleSoft and Ceridian being the source of processing payroll checks and record keeping. Giving special attention to employees personal data, state and local tax set up along with taxable wages showing in both work and live state if it is intentionally different. 
Key Results:

Parallel testing specifically identifying accuracy of tax conversion

Reviewing error messages and correcting them on the payline

Assist in refreshing each environment for the preparation of UAT and Go Live

Reviewed and process payments for employees to the Flexible Spending Accounts.


Verifying that GL codes are flowing through the system and making changes where needed

Planned and processed the update for some benefits and earn code changes to the new system
Jacer corporation







       fairfax, va

Accounting Technician    09/10- 4/2011
Process the timeliness of Payroll taxes to various states for withholding, local and School Districts. Process federal taxes promptly after every semi-monthly payroll to ensure no penalties and/or interest will accumulate. Utilizing various resources to process the fees for GSA account to ensure the government is paid promptly for each quarter. Gather and process annual reports for each state to ensure w2’s are attached and the w2’s has accurate information according to monthly and quarterly audit. Assist in processing accounts payable, garnishments, child support and other levy withholdings.

 Key Results:

Make journal entries for checks and deposits that are received from the accounts receivable/payable personnel

Update Annual State Unemployment tax rates according to documents


Process invoice for employee’s benefits, Medical, dental, life insurance and such like


Reviewed and process payments for employees to the Flexible Spending Accounts.


Reviewed and required back attachments for Tuition Reimbursement after it had been approved


Facilitate monthly, quarterly payments to various agencies for SUI, SIT, FICA, FIT

Manage all process for Cobra, third party payments including employees records for w2-w3 due to 3rd party            payments
Tribune Company                                                                                                                         chicago, il 
Payroll Tax Specialist   09/07- 8/10
Oversee the timely, accurate processing of quarterly processing. Communicate to ADP regarding rate changes, account numbers and opening/closing accounts. Work directly with TALX to combine various accounts to get a (lower) combined rate for unemployment for various companies. Order w2c’s for the current year. Maintained adherence to corporate, accounting and GAAP & APA standards; address escalated issues from employees and state jurisdiction regarding state withholding and unemployment taxes.  Compose effective accounting and ad-hoc reports summarizing information for Corporate Tax. 
Key Results:

· Managed the accurate and timely processing of reconciling accounts. Assessed and closed Payroll tax sub-ledger on a monthly-basis. Validated content and resolved various issues.

· Facilitate internal and external audits as a result of sound recordkeeping and thorough documentation.

· Instituted thorough cross checking before approving wire-transferring funds for taxes up to $5Million per week to ADP. 

· Renegotiated penalties and interest payment with dozens of state jurisdictions and IRS for Company emerging from bankruptcy. Improved cash flow and helped facilitate company’s return to profitability.

· Composed and repetitively review information for processing w2’s for over 19,000 employees annually ensuring that FICA information is accurate producing w2c’s when necessary.

· Consistently maintained accuracy in calculating figures and amounts such as Unemployment rate changes and discounts for paying timely. 

· Work closely with Benefits department and HR to ensure timely processing of 1099’s for beneficiaries of deceased employee.

· Test tax updates for states, federal, local changes made throughout the year, implement the update, proof and approve before HRIS migrate update into production “Quarterly process”.

Grant thornton                                                                                                         oak brook, il
Payroll Specialist, 4/05 to 8/07
Promoted to the “go to” person handle helpdesk complains, assist and trained 5 payroll coordinators. Proofing of checks and ensured the back up was attached “approval” for checks of $15k or more. Participated in planning/implementing business policies and procedures to ensure proper internal controls, including adherence to budget control and compliance with tax requirements. Provided effective management of payables service to various out side vendors 

Professional Experience (continued)

payroll specialist (continued)

Key Results:

· Achieved in-demand status as a sought-after Payroll Specialist worker, with multi-state tax knowledge. 

· Demonstrated the ability to take on benefit spreadsheets processing pay for person on LOA, STD, LTD etc. quickly mastering the process and workflow.

· Resolved months of backlogged work, restored order and organization to processes/files in disarray, researched and reconciled problems and corrected accounts and journal entry errors that had previously been overlooked.

· Worked with the coordinators with issues before taken to higher management, which propelled efficiency gains and significant time- and cost saving.

· Operated the entire process of garnishments and charitable contributions according to company and federal regulations to include reconciling the accounts monthly and mailing out payments to agencies and institutions.

· Handled the processing, distribution, accuracy verification and maintenance of w2’s, interfacing extensively with a nationwide vendor (ADP).

· Served as a key project resource during migration to a Oracle-based payroll management project

albertson’s  Drug                                                                                                                FRANKLIN Park, IL
Payroll Admin 12/96 to 12/04 
Assumed responsibility for the full cycle payroll process in a technical environment. Handled data entry and general ledger work as well as bookkeeping and general clerical tasks.

Key Results:

· Assumed the responsibility of handling payroll for over 14,000 employees in 6 states. Monitor and organized w4 and I-9’s forms for new hires. 

· Actively worked in a customer service role, answering phone calls and emails from employees and HR representatives   answering questions and assisting and possibly directing them to someone else if needed

· Rebuilt trust with HR/Payroll Reps, repairing damaged relationships by ensuring timely errors are corrected and late payments received are processed on the next pay check or manual check cut immediately.

· Processed and recovered payroll information for Subpoenas. Verified employment for employers, agencies, courts and more. 



Education

Joliet College – Joliet, IL 01/2009-Current

Bachelor of Science in Accounting, currently seeking

Technology Summary

MS Office (Word, Excel, PowerPoint) ( Lawson ( PeopleSoft ( ADP ( Kronos ( CMS ( Quickbooks
(773) 991-6980• Lyn.sheila1@yahoo.com

