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PUBLIC ADMINISTRATION (HR/FINANCE) INTERNSHIP
Job Summary:
An internship for the City of Highland.  Intern will work as part of a team consisting of key representatives of the City’s Finance and Human Resources Department.

# Of Positions/
1 Paid Position, currently for Fall Semester Only (Possibility of Extension)
Duration:

Job Duties:
Areas of responsibility will include Personnel File Record-Keeping, I-9 Compliance, OSHA Record-keeping, and Customer Service.

Specific duties are as follows:

· Updating and maintenance of all personnel files.
· Data entry of all personnel data into new Municipal Software HR Module.
· Assist with development of new hire procedures and exit interview procedures.
· Assist with I-9 procedures to ensure compliance.

· OSHA Record-keeping in order to ensure compliance.

· Development of articles for publication in quarterly employee newsletter.

· Perform clerical and customer service functions regarding municipal services including the processing and entry of Utility and Accounts Receivable Payments, answering incoming calls, in-person inquiries, data entry, dumpster orders, etc. 
· All other duties as assigned.

Qualifications:



· Excellent leadership, interpersonal and communication skills are a must. 

· The ability to interact with a wide variety of people will be important. 

· Undergraduate student preferred. Candidate must possess a demonstrated interest in Accounting, Human Resource Management or Public Administration. 

· Previous Customer Service and Cash Handling experience required.

· Knowledge of Microsoft Office required. Knowledge of accounting/financial or HRIS a plus. 
Hours:



· Approximately 20 hours per week. 

· Must be available to work Monday thru Friday 3:30 p.m. – 5:30 p.m. All other hours are flexible dependent upon intern’s course schedule.
To Apply:

Submit cover letter and a current resume to: 




City of Highland







Attention: Lisa Schoeck, Human Resources



1115 Broadway, PO Box 218



Highland, IL. 62249



Fax (618)654-4768 




E-mail: lschoeck@highlandil.gov
Deadline to apply, Friday, September 11, 2009
