
Jordan Rivera
Payroll Assistant Intern Los Angeles, CA · (310) 555-1218 · jordan.rivera@gmail.com · linkedin.com/in/jordanrivera-payroll

SUMMARY

Detail-oriented Payroll Assistant Intern with experience processing bi-weekly

payroll for 500+ employees and administering benefits at a Fortune 500

corporation. Achieved 99.9% processing accuracy, contributed to a 25%

reduction in payroll processing time, and consistently ensured compliance with

FLSA, ACA, and 401(k) regulations. Pursuing FPC certification through the

American Payroll Association.

EXPERIENCE

Payroll Assistant Intern Jun 2020 - Aug 2020

Warner Bros. Discovery Burbank, CA

Assisted in processing bi-weekly payroll for 500+ employees in ADP Workforce Now during

summer internship.

• Processed payroll for 500+ employees in ADP Workforce Now with 99.9%

accuracy, contributing to a 25% reduction in payroll processing time versus the

prior intern cycle

• Coordinated with HR and management to resolve 30+ payroll discrepancies,

ensuring full compliance with FLSA and California state wage-and-hour

regulations

• Maintained confidential employee records and ensured adherence to data

governance policies across all payroll cycles

• Assisted in 401(k) and FSA benefits administration for open enrollment,

achieving 95% employee completion rate

Payroll Coordinator Jan 2019 - May 2020

Paychex Los Angeles, CA

Coordinated payroll processing and benefits administration for 200+ employees across 8 client

accounts.

• Coordinated payroll for 200+ employees across 8 accounts with 99.5% accuracy

and on-time quarterly 941 filings

• Developed and implemented automated payroll reporting, streamlining benefits

administration for 5 clients and reducing processing time by 15%

• Audited and reconciled payroll records, maintaining 100% compliance with

federal and state labor regulations

• Provided exceptional client service, responding to payroll-related inquiries

within 24 hours and achieving a 95% satisfaction rate

SKILLS

ADP Workforce Now

Payroll Processing

Benefits Administration

(401k/FSA)

Payroll Compliance (FLSA/IRS)

Microsoft Office (Excel)

Data Entry & Accuracy

Time Management

Problem-Solving

EDUCATION

Bachelor's Degree 2018 - 2020

University of California, Los

Angeles

Los Angeles, CA

Business Administration

GPA: 3.5/4.0


