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Description
We are seeking a highly motivated and enthusiastic individual to join our team as an
HR Intern. This internship offers a unique opportunity for a student or recent
graduate to gain practical experience in the field of Human Resources within the
education sector. The selected candidate will work closely with our HR
professionals to support various HR functions and initiatives.

Responsibilities

1. Recruitment and Onboarding:
Assist in the recruitment process, including job postings, candidate
screening, and interview coordination.
Support the onboarding process for new employees, ensuring a
smooth transition into the organization.

2. Employee Relations:
Contribute to maintaining positive employee relations by addressing
inquiries and assisting in conflict resolution.
Assist in the organization of employee engagement activities and
events.

3. HR Administration:
Provide administrative support for HR processes, such as
maintaining employee records, updating databases, and generating
reports.
Assist in drafting HR-related documents, including employment
contracts and policies.

4. Learning and Development:
Collaborate with the HR team to organize training programs and
workshops for staff development.
Support the implementation of the organization’s learning initiatives.

Qualifications

Currently enrolled in a relevant undergraduate or graduate program, or a
recent graduate in Human Resources, Business Administration, or a related
field.
Strong interest in pursuing a career in Human Resources.
Excellent communication and interpersonal skills.
Detail-oriented with strong organizational abilities.
Proficient in Microsoft Office Suite.

Job Benefits

Gain hands-on experience in a dynamic HR environment.
Opportunity to work with experienced HR professionals.
Exposure to various aspects of HR, including recruitment, employee
relations, and learning and development.

Hiring organization
Independent Institute Of Education

Employment Type
Intern

Duration of employment
3 Months

Industry
Education Administration Programs

Job Location
Johannesburg, Gauteng, South
Africa, 2000, Johannesburg,
Gauteng, South Africa

Working Hours
09

Date posted
April 4, 2024

Valid through
25.01.2029
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Contacts

1. Prepare Your Documents:
Update your resume to reflect your current education, work
experience, and any relevant skills.
Write a cover letter expressing your interest in the HR Internship
position. Highlight your qualifications and explain why you are a
suitable candidate for the role.

2. Email Application:
Compose a new email to the provided email address.

3. Subject Line:
In the subject line of your email, clearly state: “HR Internship
Application – IIE”.

4. Attach Documents:
Attach your resume and cover letter to the email. Ensure that the file
names are clear and professional (e.g., “YourName_Resume.pdf”,
“YourName_CoverLetter.pdf”).

5. Body of the Email:
In the body of the email, include a brief introduction expressing your
interest in the HR Internship position. Mention any additional
information you believe is relevant to your application.

6. Include Contact Information:
Provide your full name, phone number, and any other relevant
contact information in the email body.

7. Proofread:
Before sending the email, carefully proofread both your resume and
cover letter to ensure there are no typos or errors.

8. Send the Email:
Hit the send button to submit your application.

9. Application Deadline:
Make sure to send your application before the specified deadline
mentioned in the job description.

10. Follow-Up (Optional):

If you haven’t received a confirmation of receipt within a reasonable time
frame, consider sending a polite follow-up email to ensure that your
application was received.
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