Illustrative example from luceria.careers: Gurpreet Sandhu-Mills (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Gurpreet Sandhu-Mills
Payroll Administrator · PAYE, RTI and automatic enrolment · 1,100-employee payroll on two frequencies
Leicester · 07700 900 321 · gurpreet.sandhu-mills@example.com
Profile
Payroll administrator with four years running end-to-end payroll for a fictional care-home group of around 1,100 employees across 14 homes, fortnightly for hourly staff and monthly for salaried staff. Files every Full Payment Submission on or before payday, runs the automatic enrolment assessment each pay period and checks statutory payments by hand when needed. Studying for a CIPP payroll qualification.
Experience
Payroll Administrator — Fictional Meadowbrook Care Group
March 2023 – present
In-house payroll team of three; around 1,100 employees across 14 care homes; fortnightly for hourly staff, monthly for salaried staff.
1. Run the fortnightly payroll for around 850 hourly-paid care staff and the monthly payroll for around 250 salaried staff, checking variances over 10% against the previous period and signing off gross-to-net before the bank payment file is released.
1. Submit the Full Payment Submission on or before every payday across 26 fortnightly and 12 monthly runs a year and the Employer Payment Summary when statutory payments are recovered, with no late-filing penalties in four years and P60s issued by 31 May.
1. Assess every new starter and each pay period's eligible jobholders for automatic enrolment (around 80 starters a quarter), process postponement and opt-outs, and reconcile the monthly pension contribution file to the ledger.
1. Calculate and check statutory sick, maternity and paternity pay for around 30 cases a month, and resolve around 60 payslip queries a fortnight within two working days, logging each to find recurring causes.
Payroll and HR Assistant — Fictional Leicester Hospitality Group
September 2021 – March 2023
Supporting an outsourced monthly payroll for around 300 hotel and restaurant staff.
1. Collected and checked timesheets, starter forms and leaver details for around 300 employees each month, sending a reconciled change file to the provider by the cut-off.
1. Checked the provider's draft payroll against the change file before approval, catching around five errors a month, mostly leavers paid after their final date.
Education
Payroll qualification with the Chartered Institute of Payroll Professionals (CIPP) — in progress, expected 2027
Level 3 Diploma in Business — Fictional College, 2021
Skills
End-to-end payroll: fortnightly and monthly, around 1,100 employees · Real Time Information: Full Payment Submission (FPS) and Employer Payment Summary (EPS) · Automatic enrolment: assessment, postponement, opt-outs, contribution reconciliation · Statutory payments: SSP, SMP, SPP · Tax codes, National Insurance categories, student loan deductions, year end · Payroll software (a mainstream UK package), rostering interfaces, Excel reconciliations

Why this example is written this way
RTI compliance is a routine with a deadline and a record
The first thing a payroll employer needs to know about a payroll administrator is whether submissions go in on time. 'Full Payment Submission on or before every payday, 38 runs a year, no late-filing penalties' is checkable; 'ensured HMRC compliance' is not. Naming the FPS and EPS separately shows she knows which submission does what.
Headcount, frequencies and pay types sit in the headline and context
A bureau or larger team sizes payroll experience by three facts: how many people, how often, and what kind of pay. A 40-employee monthly salaried payroll and an 1,100-employee fortnightly hourly payroll are different jobs, so the resume gives all three before the first bullet.
Automatic enrolment and statutory payments are processes she ran, not acronyms
Adverts list AE, SSP and SMP; interviewers ask you to walk through a case. The bullets describe the assessment each pay period, postponement and opt-outs, the contribution reconciliation and the statutory cases handled. Checking statutory pay by hand is included deliberately: it separates a payroll administrator from data entry.
Queries are counted and mined for causes
Payroll is a service to employees as much as a control for the employer. Sixty queries a fortnight, a two-day turnaround and a log that finds recurring causes show the accuracy and client-service habits a bureau is buying.
Bullet rewrites and the evidence behind them
Before: Processed payroll for the company.
Evidence question: How many people, how often, what did 'processed' include, and where did you sign off?
Evidence (fictional): Around 850 hourly-paid staff fortnightly and around 250 salaried staff monthly; variances over 10% checked against the previous period; gross-to-net signed off before the bank payment file was released.
After: Run the fortnightly payroll for around 850 hourly-paid care staff and the monthly payroll for around 250 salaried staff, checking variances over 10% against the previous period and signing off gross-to-net before the bank payment file is released.
Before: Submitted RTI returns to HMRC.
Evidence question: Which submissions, how often, were they on time, and what happened at year end?
Evidence (fictional): Full Payment Submission on or before each payday: 26 fortnightly and 12 monthly runs a year; Employer Payment Summary when statutory payments are recovered; no late-filing penalties in four years; P60s issued by 31 May.
After: Submit the Full Payment Submission on or before every payday across 26 fortnightly and 12 monthly runs a year and the Employer Payment Summary when statutory payments are recovered, with no late-filing penalties in four years and P60s issued by 31 May.
Before: Dealt with pensions.
Evidence question: What did you do each pay period, at what volume, and how did you prove the figures?
Evidence (fictional): Assessed every new starter and each period's eligible jobholders for automatic enrolment; around 80 starters a quarter; processed postponement and opt-outs; reconciled the monthly contribution file to the ledger.
After: Assess every new starter and each pay period's eligible jobholders for automatic enrolment (around 80 starters a quarter), process postponement and opt-outs, and reconcile the monthly pension contribution file to the ledger.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/payroll-administrator-resume-example
Edition 1.0, 2026-11-04.
