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bu I Ido n Job Description: Human Resources Intern

The Human Resources Intern will directly assist the Human Resources Manager with a wide range of
projects related to HR compliance, recruiting, onboarding/orientation, employee benefits, and volunteer
intern programs. This internship is designed to be both educational and practical. In this position, the
intern will learn how to take skills she or he may have acquired in school related to his or her particular
areas of interest, and apply them in a professional setting. He or she will gain a better understanding of
the role that Human Resources can play in a non-profit setting, and be better prepared to work in the
arena of human resources and the nonprofit sector. The candidate will also have opportunities to network
with the programs, finance, and development staff.

Who We Are:

buildOn is breaking the cycle of poverty, illiteracy and low expectations through service and education.
For the past two decades buildOn has mobilized urban youth to lift up their communities and change the
world through volunteer service.

In buildOn’s afterschool programs across the U.S., urban youth contribute intensive community service
tutoring children, feeding the homeless and volunteering at senior citizen homes. buildOn takes these
same students, many of whom have rarely traveled outside their own neighborhoods, to some of the
poorest countries on the planet to build schools.

buildOn is now running after-school programs in 100 urban high schools across the U.S. where students
have contributed nearly 1 million hours of service in their cities. We have also built 466 schools in some of
the economically poorest countries on the planet. There are more than 73,000 children, parents and
grand-parents attending buildOn schools every day. To learn more about buildOn visit www.buildOn.org.

Reports to: Human Resources Manager
Location: Stamford, CT

The Human Resources Intern will learn the practical application of:

« Steps in the recruiting and hiring process, including: posting job openings, reviewing resumes,
conducting telephone and in-person interviews, making job offers and negotiating starting salaries.

» The importance of employment law and compliance, especially regarding employment eligibility,
confidentiality, proper maintenance of employee files, and forms management.

* The interrelationship of HR and Finance in the areas of new employee paperwork, payroll issues related
to onboarding and termination, use of a payroll management database, and report generation.

* Employee benefits management issues related to plan renewal and open enroliment, benefits
enrollment and termination, troubleshooting employee benefits issues, and the customer service aspect
of benefits oversight.

Qualifications:

* Current or recent enrollment in a graduate or undergraduate degree program with an interest and
aptitude to work in Human Resources, or non-profit management/administrative fields;

* Ability to prioritize tasks and handle numerous assignments simultaneously;

* Proficient in Microsoft Office and internet applications;

+ Student Member of SHRM a plus.

To Apply: Submit resume to internships@buildon.org



