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INTERN JOB DESCRIPTION 

POSITION RESPONSIBILITIES
Intern will perform a wide variety of Human Resources  administrative support functions, with emphasis on recruitment activities and benefit programs.  

Intern will maintain employee records, assist in managing new employee process and exiting employee processes. This position will also update posting of vacancies, printing/distribution of resumes, and general administrative duties.  

QUALIFICATIONS

· Ability to maintain confidential information
· Outstanding organizational skills
· Ability to shift priorities
· Proficient with word processing
· Strong communication skills
The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, a United Way member agency, and accredited by the National Council on Accreditation of Services to Children and Families.
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