p

DAIRY

ﬁ @ UNITED STATES - ENGLISH W

( RETURN TO JOB SEARCH

Summer 2021 Human Resources
INtern ssu

{? @ 4 C APPLY

)

Q

Job Title

Summer 2021 Human Resources Intern

Description

Responsible for providing support to the Human Resources department in a variety of
activities, processes, and initiatives.

Duties and Responsibilities:

Assist in the recruitment and sourcing process of non-exempt employees

- Assist in timecard review and attendance tracking

Research initiatives to drive and implement good faith efforts

Assist in organizing HR files in accordance to HR laws and record retention policies

Assist in the scheduling, creating flyers and organization of employee appreciation
events

- Assist in the new hire onboarding process by creating new hire folders, putting
together swag bags, and assisting in DairyU trainings

- May perform other duties as determined by business needs.
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Requirements

The qualified candidate will be working towards their Bachelors degree in Human Resources (two
years of academic experience preferred).

Necessary Knowledge, Skills and Abilities
- Ability to demonstrate professional written and verbal communication skills.

- Ability to build relationships and interface with all levels of individuals, internal and
external to the organization.

- Ability to multi-task, work independently and within a team.
- Strong attention to detail, organizational skills, initiative, and follow up.

- Basic level experience working with Microsoft Office products (Word, Outlook, Excel
and PowerPoint)

An Equal Opportunity Employer

Privacy Policy (http://www.adp.com/privacy.aspx)
Google Privacy Policy (https://www.google.com/intl/ALL/policies/privacy/index.html)
Google Terms of Service (https://www.google.com/intl/enUS_US/help/terms_maps.html)

EEOQ is The Law - click here for more information
(https://www.eeoc.gov/sites/default/files/migrated_files/employers/poster_screen_reader_optimized.pdf)

An Equal Opportunity Employer
(https://www.dol.gov/sites/dolgov/files/ofccp/regs/compliance/posters/pdf/OFCCP_EEO_Supplement_Final_JRF_QA_508c.pdf)

EEO Statement (http://www.dfainfo.com/HR/documents/2020/EEQ%20CEQ%20Signed%20Memo0%202020.pdf)

Our Privacy Policy (https://www.dfamilk.com/privacy-policy)

We endeavor to make this site accessible to any and all users. If you would like to contact us regarding the accessibility of our website or need
assistance completing the application process, please contact us.

webmail@dfamilk.com or 816.801.6455
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