HUMAN RESOURCE INTERN
[bookmark: OLE_LINK1]Ansira, formerly known as RAZOR, an NSI Company, is a high-energy, customer engagement agency with corporate headquarters in St. Louis, MO. We are the first agency of our kind, engaging everyone in the marketing channel – from manufacturer to distributor; from retailers to consumers – using insights and customer intelligence to execute end-to-end programs and deliver remarkable results for leading brands.  We have an immediate opportunity in our Addison office for a Human Resource Intern.
The Human Resource Intern will assist the HR team members with various tasks. 
Responsibilities:
· Maintain employee personnel, benefit and 401K files, as well as I-9’s
· Enter new hires in HRIS system (ExponentHR)
· Maintain various logs (such as training & referrals) and enter in HRIS system 
· Enter new hires, terms, and employee updates in benefits sites 
· Source candidates and set up interviews; check references and conduct background checks 
· Post positions to recruiting websites
· Ad hoc projects and administrative support as assigned 

Qualifications:
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]2 years college with Human Resource major or related discipline 
· Commit to 15-20hrs/wk  
· Proficient in Microsoft Office including Word and Excel  
· Strong organizational skills; the ability to adapt to changing demands and multi-task is a must
· Strong written and verbal communication skills, demonstrated problem-solving skills, attention to detail and ability to maintain high degree of confidentiality 
· Team oriented and a positive attitude
· Service driven and self-motivated. Strong desire to learn. 
 
To apply, email resume to talent@ansira.com. Include Human Resource Intern in subject line.




