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POSITION DESCRIPTION

Human Resources Intern

The human resources intern will report to the director of human resources with daily supervision provided by the human resources manager. The incumbent will work approximately 15-30 hours per week with availability on Fridays and during school breaks preferred. The intern role is designed to expose junior or senior level students pursuing a degree in human resources or a related field to all facets of non-profit human resources administration.

DUTIES WILL ENCOMPASS, BUT NOT BE LIMITED TO:  

· Assist in recruitment process, as needed. This may include, but is not limited to, screening resumes, contacting potential candidates to schedule interviews, compiling interview questions and assisting in interviews, preparing new hire packages, and conducting and interpreting reference and background checks 
· Work with HR team to coordinate on-site educational activities and events for staff (i.e. health fairs, harassment training, benefits and wellness seminars, vendor meetings) including room scheduling and preparations, setup and cleanup, vendor logistics and staff communications 
· Research and implement new file maintenance systems; assist in keeping filing current
· Maintain human resources section of TCF intranet page 
· Research and recommend modifications to departmental processes, including paid time off and performance appraisal systems, and other project work as assigned. 
· Assist in tracking employee paid time off in an accurate and timely manner
· General clerical assistance 

QUALIFICATIONS AND SKILLS
Applicants for the intern position should meet the following qualifications:

· General knowledge of human resources procedures and practices, including recruitment and staffing, employee relations, benefits and payroll, and legal compliance
· High ethical standards and regard for confidentiality and professionalism 
· Self motivated
· Strong organization skills. Ability to effectively manage course load, extra-curricular and internship responsibilities.
· Excellent verbal and written communication skills. Willingness to ask questions when in need of direction or clarification. 
· Proficient computer skills, including Microsoft Office programs



OUR ORGANIZATION
The Cleveland Foundation’s mission is to enhance the quality of life for all residents of Greater Cleveland, now and for generations to come, by building endowment, addressing needs through grantmaking, and providing leadership on key community issues.  To learn more about the Cleveland Foundation, please visit our website at www.clevelandfoundation.org.  


APPLICATION PROCESS
Starting hourly rate for this position will be commensurate with the incumbent’s background and experience. If you are interested in applying for this position, please email resume and cover letter (include appropriate coursework) to:  resumes@clevefdn.org or mail to Human Resources Generalist, The Cleveland Foundation, 1422 Euclid Avenue, Suite 1300, Cleveland, OH 44115.  Applications must be received by November 11, 2011.
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