HUMAN RESOURCES INTERN
The United Way of Southeastern Pennsylvania’s mission is to improve people’s lives by mobilizing the caring power of donors, volunteers and communities.  We have an excellent opportunity for a junior/senior level college student pursuing a Bachelors Degree or a Graduate Student to join our Human Resources Department for up to 12 weeks.  This is a great opportunity to receive hands on real life work experience within a small-company Human Resources Department.

Qualifications include:  Student must be a full-time undergraduate junior or senior at an accredited college or university pursuing a Bachelor’s Degree or Graduate Student; a GPA of 3.0 required.  The applicant must be majoring in Human Resources, Business Administration with minor in Human Resources, Industrial/Organizational Psychology or Industrial/labor Relations.    
Essential Functions:

· Project based assignment related to employee relations, compensation, staffing, benefits or training;
· Assist with the maintenance of employee files, documents and paperwork.  Ensure confidentiality and legal compliance with employee and company related information.
· Observe the recruiting and pre-screening process, learn how to create a job posting, print and view candidate resumes, and develop legal pre-screening questions based on position.
· Observe and assist with employee and benefit orientations.
· Assist with organization communications for employee events;
· Data entry:  Learn HRIS system to input data of completed 90 day introductory evaluations and annual performance assessment reviews.
· Attend Human Resources and organizational staff meetings;
The successful candidate will have good oral and written communication skills; possess organizational skills and is detailed oriented; he/she is proficient in Microsoft Office Applications (Word, Excel, PowerPoint and Outlook).  He/she has completed introduction to HR, compensation/benefits, employment law, staffing, and ethical behavior courses to be considered.  

Previous internship experience preferred but not required.  The ideal candidate must have the ability to work in a fast paced, service oriented environment.  Confidentiality is an essential aspect of the position.  This is an unpaid opportunity; students seeking academic credit should apply. 
For consideration, please respond with a 250 word statement discussing “why you are interested in an internship in Human Resources; and what you hope to gain from your experience as an Human Resources intern”; one professional academic recommendation, resume and official transcript to:  Crystal Garland, Associate Director, Human Resources,  United Way of Southeastern PA, 1709  Benjamin Franklin Parkway, Philadelphia, PA  19103, or e-mail to:  HRC@uwsepa.org.  No phone calls.  EOE
