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VOLUNTEER INTERNSHIP OPPORTUNITY

Title: Human Resources and Policy Administrative Assistant
Location: Oxfam Canada, National Office, Ottawa, ON
Application Deadline: Aug 20, 2010   
Background
Oxfam Canada works for women’s rights and gender equality in order to achieve our mission of ending poverty and injustice. Our long term development and humanitarian work throughout Africa, Central America and Asia promotes women’s leadership, ending violence against women, building cultures of equality and peace, and promotes livelihoods that ensure rights for all. Within Canada, Oxfam Canada engages Canadians in awareness raising, campaigning and advocacy, fundraising, and solidarity building in order to advance our global agenda.   

Purpose

Reporting to the Manager, Human Resources and under the daily supervision of the Human Resources Assistant, the Human Resources Intern will be responsible for the daily administrative tasks involved in a Human Resources department. This is a generalist role that will provide the incumbent with hands-on experience in all aspects of Human Resources management in a unionized environment.

ESSENTIAL RESPONSIBILITIES AND DUTIES:

· Assist in final preparation of policies/guidelines for Human Resources approval. Corresponding with internal contacts to ensure organizational procedures are followed. 

· Work in conjunction with the HR team by implementing HR programs, procedures, and tools for each HR functional area

· Develop a variety of filing systems including, project files and supporting documents, and general administrative documents 

· Collaborate with HR team to coordinate key HR programs including, employee orientation, and induction manual
QUALIFICATIONS & REQUIREMENTS:


· Working toward a Human Resources or Business Administration diploma, or working toward CHRP designation, or some equivalent combination of education & experience;

· General understanding of all aspects of Human Resources management including, but not limited to, recruitment & selection, compensation & benefits, labour relations, organizational behaviour, strategic planning, training & development;
· Experience working in a confidential environment;

· Knowledge or experience in unionized environments;

· Demonstrated verbal and written communications skills in English;

· Knowledge or French and/or Spanish is an asset.
Time Commitment:

Minimum 21 hours/week (3 days) for the period of Sept - Dec 2010 (schedules and start and end dates are flexible)

Note: The relationship of Oxfam Canada to this intern is one of a volunteer (unpaid) internship. 

Reports to:  Manager, Human Resources
For More Information: http://www.oxfam.ca/what-you-can-do/volunteer-with-oxfam/internships 
To Apply

To apply for an internship opportunity with Oxfam Canada, please email your cover letter and resume to internships@oxfam.ca. Documents must be in Word format. Please include: 

· why you are interested in a placement with Oxfam Canada and specific areas of our work that you would be interested to do an internship in; 

· highlights of your skills, experience and educational background; 

· the educational institution you are a student with, if any, and their requirements for the placement (i.e. number of hours or schedule to be worked, type of work specified, internship deliverables, reporting requirements, etc.); 

· when you would like to start a placement and your availability (hours, schedule, time period) as well as your deadline to confirm a placement; 

· your personal goals for doing an internship with Oxfam - what do you hope to learn and achieve? 
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