HUMAN RESOURCES INTERN





BASIC FUNCTION:	Performs professional, technical, analytical and administrative work.





REPORT TO:	Human Resources Consultant





SUPERVISE:	No supervision responsibilities.





DISTINGUISHING CHARACTERISTICS:	





Under the direction of the Human Resources Consultant, the Human Resources Student Intern provides a variety of general clerical services, support functions and customer service in support of departmental activities. The Human Resources Student Intern will be responsible for maintaining files and records; answering telephones and directing callers to the appropriate party; data entry, typing letters, memoranda, reports or other material from notes or rough draft copy





ESSENTIAL DUTIES:


Assists in the maintenance of records and accounts.


Compiles materials and data and prepares reports.


Maintains a variety of records and files in relation to payroll and employee benefits.  


Prepares personnel files for Assembly employees and other personnel related records and reports.


Assists in the coordination of Rules Committee Office activities with other Assembly offices and with outside agencies.


Complies with Assembly policies and rules as outlined in the Personnel Policy Manual.


Does other related work as assigned.





KNOWLEDGE OF/ABILITY TO:


Experience with personal computers, including word-processing and spreadsheets.


Modern office methods and procedures.


Communicate clearly and concisely.


Perform general office clerical work.


Understand and carry out instructions. 


Maintain confidentiality in work practice.


Establish and maintain cooperative relationships with those contacted in the course of work.


Access, input and retrieve information from a computer.


Work efficiently and effectively under pressure.





