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Danny Wells | Payroll & Finance Specialist 

Location: xxxxxxxxxx 
Telephone: xxxxxxxxxxxxxx 

Email: xxxxxxxxxxx 

Professional Profile 

‘A diligent Payroll and Human Resource Account Manager with over 14 years’ experience in handling all 
aspects of financial administration and HR functions.’ 

 
Adept at adding value and delivering results, with profound knowledge of payroll procedures. Highly skilled in 
the provision of financial support relating to accounting functions such as general ledger reconciliations and 
annual budget preparation. Has demonstrated the proven ability to build productive relationships with 
employees, vendors and suppliers. Maintains a focus on training and supporting team members in new work 
practices in order to drive performance improvements.  

Core Skills 

• Finance Administration  
• Bookkeeping 
• Payroll/RTI Submissions (PAYE) 

• Sage Accounting 
• Customer Services 
• Office Management 

• Account Management 
• Human Resources 
• Reconciliations 

Career Summary 

Mar 2003 - Present   xxxxxxxxxxxxxxx 
    Payroll & Human Resource Account Manager 
Outline 
Delivering exemplary accounting support and coordinating finance and HR related activities including the 
management of the weekly payroll for 60 payees.  
 
Key Responsibilities 
• Managing the calculation of all inputs and Real Time Information (RTI) Submissions for PAYE on Payroll 

Manager 100 and ensuring the accurate entry of payroll related data 
• Ensuring the timely acknowledgment and the accurate handling of all payroll related queries 
• Coordinating the issuance of starter packs for all new subcontractors while ensuring that all personal 

information is up to date and accurate within the HR related systems 
• Pursuing references for new employees, and diarising and chasing expiring work visas and passports 
• Providing reliable assistance to the Director of Finance with the monthly general ledger reconciliation 

and annual budget preparation 
• Managing the efficient processing of out of pocket and petty cash expenses 
• Verifying and posting details of business transactions such as funds received and distributed, and totals 

accounts 
• Ensuring the provision of reliable accounting support which includes the reconciliation of finance 

accounts,  the ongoing maintenance of spreadsheets and the balancing of the sales and purchase 
ledger  

• Ensuring the timely processing of vendor and supplier invoices whilst verifying accuracy and approvals, 
and responding to vendor enquiries  

• Entering and reconciling daily cheques according to the relevant software, and processing all clients and 
miscellaneous payments to the sub ledger 

• Managing the maintenance and distribution of the accurate listing of overdue accounts and suspensions 
in accordance with agency profiles 

• Referring overdue accounts to the Director of Finance for adjustments, write off or collection and 
coordinating the preparation of accounting adjustment forms where required 

 
Apr 2010 – Present  xxxxxxxxxx 
    Customer Services Manager  
Outline 
Coordinated all shop floor operations and the service desk area which included the management of till 
operations, the processing of payments and delivery of excellent customer service. 
 
Key Responsibilities 
• Ensured the prompt handling and resolution of all customer queries and provided comprehensive 

training to staff to encourage the development of associated customer service skills 
• Managed the maintenance and upkeep of the training system within the organisation, handled all data 

entry duties and the creation of schemes for events 
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• Delivered high levels of customer service while dealing with and serving a constant influx of customers 
 

Education & Qualifications  
MSc International Relations 

xxxxxxxx 

Professional Development Sage Line 50, C&G Computerised Bookkeeping 
xxxxxxxxx 
Business English 
xxxxxxx 

Sage Computerised Bookkeeping 
xxxxxxx 
Customer Services Certificate 
xxxxxxxx 

Additional Information 
I.T. Skills: Microsoft Office including Word, Excel and PowerPoint; Sage Accounting, 

Sage 50 
Languages: English (Fluent), Bulgarian (Native), French (Fluent), Russian (Fluent) 
Interests: Fitness and Exercise, Writing, Reading (Poetry), Cultural Events, Travelling, 

Charity Work  
Volunteering:  Volunteer Driver – ESCB: Ealing Social Club for the Blind (2013 – 2017) 

References available on request 
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