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Job Title:  



Clerical Files Intern






Supervisor (title):  

HR Manager




Department:



Human Resources
Prepared by/Date:   

Pamela Jones
0  07/01/10


Approved by/Date: 07/01/2010
Contact




Berthlyn.Welch@lfscarolinas.org

Summary 

Interns are defined as individuals, or groups of individuals, who contribute their services to

Lutheran Family Services without pay in pursuit of academic credit through an approved

academic curriculum. Necessary academic and supervision requirements will be arranged, in

writing, through the program director/supervisor's consultation with the intern's academic

advisor.  In the recruitment, interviewing, selection and work conditions of interns, Lutheran Family Services provides equal employment opportunities as outlined in the LFS EEO policy.
Job description

· This person will audit the HR files for appropriate documents and forms, with developing and adding this data to an excel database to track this information for file completion.  
· Research missing documents
· Update I-9 documentation book with necessary forms

· Update job postings on excel spreadsheet
· Provide administrative support to the work of the HR department.

· Update HRP note book for procedure changes

· Additional assignments as assigned by supervisor

This person will function as a clerical files assistant for the Human Resources Department, providing needed support to all staff in the HR department under the supervision of the HR Manager.  Total number of hours would be 15-20 hours a week.

Based on your job description, you may or may not need to attend the Lutheran Family Services orientation program for new employees/interns. 

Your performance will be reviewed either by using the Lutheran Family Services performance evaluation system or by using the evaluation instrument required by their school and/or program of study.
Experience:  

Specific skills/abilities:  Knowledge of basic office equipment operation such as fax, copier, computer, calculator, etc. Knowledge of Microsoft Office software including excel; excellent verbal and communication skills.
Minimum Intern Requirements:

Education: Minimum of high school education.
I have read and I understand the duties required for this internship by signing below.

Intern Name ____________________________________   Date____________________







(Please Print)

Intern Signature__________________________________
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