Human Resources Intern
 
Job Description:
Immediate opening for a Human Resources Intern in our fast-paced Dallas office. We seek a hard-working, dedicated and creative individual to serve as a key staff member. 
This position will perform general administrative support to the Human Resources Department. Specifically, this individual will assist with running background checks; creating/revising various documents; maintaining files and opening department mail; scanning; filing; answering telephones and facilitating in-person requests for assistance; and other duties as assigned. 
	To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required— 
• Multi-tasking and organizational skills are essential 
• Excellent grammar, attention to detail, and typing skills (60 wpm) 
• Ability to exercise confidentiality, initiative and follow-through 
• Excellent communication (content and style) and demeanor at all times. 
• Ability to handle client questions and issues via telephone and E-mail with reasonable judgment in areas that are not clear 
• Highly dependable and flexible 
• Technically savvy, with a quick grasp of new technology and knowledge of the Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and desire to learn 
• High level of professionalism in business appearance 
• Experience with various HRIS software preferred. 
Please forward resumes to wendy.fontenot@haynesboone.comJob Requirements: 



