JOB DESCRIPTION
Job Title:

Human Resources Intern


Status:

PT/Intern
Division:

Human Resources





HUMAN RESOURCES INTERN
SUMMARY
Under general supervision of the Senior Human Resources Administrator, perform daily administrative human resource functions and assist with special projects.

ESSENTIAL FUNCTIONS

75%
Perform daily administrative Human Resources functions, which includes:

· processing updates in ADP;
· assisting with preparing various HR reports and spreadsheets;

· assisting with selection and onboarding process;
· performing administrative duties;
· assisting with associate activities and programs; and

· scanning documents and maintaining in Sharepoint libraries.

25%
Assist with special projects as assigned.
The list of essential functions is not exhaustive and may be substituted as necessary.

EXPERIENCE AND SKILLS
Professional oral and written communication skills

Decision-making ability

Proficiency in Word, Excel and PowerPoint

Ability to build positive relationships, maintain confidentiality and demonstrate flexibility

Talent required in values, work intensity, achiever, positivity, resourcefulness, command, 

relationship-extension, and exactness.

EDUCATION AND CERTIFICATION REQUIREMENTS
Progress towards college education, certification or equivalent required. Freshman, Sophmore or Junior student status.
PHYSICAL AND WORK SCHEDULE REQUIREMENTS
Ability to work 15+ hours per week required.

