
HR Internship

· Files documents and answers client and employee inquiries
· Schedules interviews and confirms applicant availability
· Gathers and organizes job applications
· Writes employee communications and correspondence about updates in HR policies
· Proficient in MS Office, word and excel. 
· Able to demonstrate professional work ethic
· Able to maintain flexible work schedule
· Outstanding written and verbal communication skills
· Good interpersonal and organizational skills

Internship Period-2 months(unpaid)
[bookmark: _GoBack]Location-Bhubaneswar
Job type-Work from Office

