
 

 

 

JOB DESCRIPTION 

 

JOB TITLE: HR Assistant intern 

 

DEPARTMENT: Human Resources 

 

REPORTS TO: Human Resources Generalist 

 

SUMMARY/OBJECTIVE: 

The human resource assistant is responsible for the administrative support of 

day-to-day human resource operations. 

 

RESPONBILITIES: 

1. Answers phones for the HR department. 
2. Handles employment application intake. 
3. Performs HRIS data entry and personnel file maintenance. 
4. Assists employees and supervisors with basic interpretation of HR policies 

and procedures. 
5. Assists with pre-employment process; new-hire orientations. 
6. Maintains confidential personnel files and personnel actions. 
7. Prepares job postings. 
8. Responds to reference checks and verifications of employment status. 
9. Assists the HR Generalist with HR projects. 
10. Assists with benefits administration. 

COMPETENCIES: 

1. Communication. 
2. Critical Evaluation. 
3. Relationship Management. 
4. Ethical Practice. 

 



PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to use 

hands and fingers to handle, feel, or operate objects, tools or controls, and reach 

with hands and arms. The employee is frequently required to stand, talk and 

hear. 

 

POSITION TYPE/EXPECTED HOURS OF WORK: 

This is a part-time, internship position. Days and hours of work are Monday 

through Friday, 9:00 a.m. to 1:00 p.m. 

 

REQUIRED EDUCATION & EXPERIENCE: 

1. High school diploma or equivalent required, plus at least one year of 
office/clerical support experience. 

 

PREFERRED EDUCATION & EXPERIENCE: 

 

1. Previous HR experience. 

 

OTHER DUTIES: 

Please note this job description is not designed to cover or contain a 

comprehensive listing of activities, duties or responsibilities that are required of 

the employee for this job. Duties, responsibilities and activities may change at 

any time with or without notice.  

 

This is a part-time, internship opportunity to work in an FQHC, non-profit clinic 

setting.  Students wishing to pursue a career in Human Resources and minorities 

are encouraged to apply.   

 



 


