JOB ANNOUNCEMENT

Classification: 

Human Resources Student Intern

Position Location:

Assembly Rules Committee





1020 N Street

Hours:



Part-time variable

Salary:



Up to $9.00/ hour

Duties and Responsibilities:

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

Requirements:

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

· Proper English usage, spelling, grammar, and punctuation.

· Perform general office clerical work.

· Keyboard skills appropriate for routine use of computer applications.

· Maintain confidentiality in work practice.

· Work independently.

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

· Understand and carry out instructions.

To Apply:

Assembly employment applications may be obtained from and submitted to:

Assembly Rules Committee

1020 N St., Suite 300

Sacramento, CA 95814

Attn: Linda Hansma or Liz Foster

(916) 319-3702

