SAMPLE POSITION DESCRIPTION

Internship Site:

Internship Supervisor:

TITLE: Intern- Human Resources Assistant

OPEN TO THE FOLLOWING MAJORS:  Human Resource Management, Psychology, Sociology, Public Administration
Major responsibilities and goals:  The primary intent of the Human Resources Internship is to provide a practical learning experience that will help facilitate the beginning of the intern's professional career. This is accomplished through a combination of individualized training, assignment of specific program and project duties, and ongoing mentoring of all Human Resources staff. 

Other essential activities: Coordinate the dissemination of employee payroll procedures and policies to all departments. Enter employees into the on-line payroll system. audit and code payroll documents, and enter on-line payroll time reports. Correspond with employees and supervisors. Coordinate work study processes and problems with Accounting Office. Review and make recommendations for updating the Payroll Handbook. Coordinate employee and earnings verification. Manage the W-2 distribution for all payrolls. Responsible for employment records and correspondence. Complete special projects for payroll. 

Time commitment, compensation and advancement opportunities: Up to 20 hours per week, generally a l-yr internship. Pay is minimum wage.

