Cal Poly Pomona
Fall 2019 MHR Internship Opportunities

August 22, 2019 – December 6, 2019
Finals Week: December 9 – 13, 2019

Employee & Organizational Development & Advancement (EODA) 

Human Resource Operations 


ABOUT THE LEARNING LABS INTERNSHIP PROGRAM:
Work with and learn about Human Resources by providing services in one or more HR disciplines.  
This program provides opportunities for students to work and learn from staff and administrators. Through field-based experiences, students have the opportunity to strengthen their qualifications and gain experience, while earning academic credit. Experiential learning can increase a student’s understanding of their chosen field and enhance the academic experience by providing new perspectives.  Learning Lab Interns do not displace regular employees, but work under their close observation and are subject to course and grading requirements of the supervising faculty member.

HR DISCIPLINES/POSITIONS OFFERED:                                                                                                            
EODA

Organizational Development - Assist in preparing for training workshops/presentations, contact training attendees regarding training sessions via phone or email, input data into Excel spreadsheet, assist with the following duties as need: schedule room spaces for meetings/conference, create flyers and memos, and updating OD website, and prepare and complete internship project.
Employment Services/Comp & Class - Assist in opening recruitments and gathering information for New Hire Orientation; assist with preparing appointment letters, closing out recruitment files, reviewing applications for minimum requirements, and in assembling orientation folders; assist with creating Recruitment Folders for the Employment staff; retrieve new applications from the drop box; assist with posting job opportunities and with calling applicants with incomplete applications; prepare and complete internship project assignment.
Employee Diversity, Inclusion & Campus Climate - Assist Director in preparing for workshops/presentations; scheduling meeting and conference rooms; inputting data into excel spreadsheets; creating documents in Microsoft Word; creating presentations in PowerPoint or other presentation software such as Prezi; handling other duties assigned by Director (Intern will split time with the above HR area and internship project will come from an HR area above).
Human Resource Operations

HR Operations Customer Service Center (CSC) - Assist in providing clerical and customer support to the Customer Service Center and department staff; assist staff with processing applicant forms in PeopleSoft; answer a variety of HR questions by phone or walk-in traffic; assist with simple to complex HR-related tasks and general clerical duties; prepare and complete internship project assignment.
Benefits - Assist in auditing various benefits reports; assist by providing support to the Benefits Assistant in all aspects of benefits including filing and/or preparing packets for Benefits Orientation; prepare and complete internship project assignment (Intern will split time with the above HR area and internship project will come from an HR area above).
QUALIFICATIONS:  
Current student enrolled at Cal Poly Pomona, with an MHR major, who has completed 60 or more semester units and maintains a current GPA of 2.5 or greater.  Has completed most of the core coursework for the major.
Excellent oral and written communication skills and a demonstrated ability to be flexible and provide friendly and pleasant customer-oriented service in a fast-paced environment. Ability to maintain confidentiality and a diplomatic, professional demeanor.  Ability to be detailed and accurate.  Understanding of employment regulations, knowledge of statistics, and previous office experience is helpful.
HOURS & COMPENSATION: 
20 (two units) or 40 (four units) hours per week.  Working hours must be arranged during EODA and HR Operations’ office hours which are: Monday through Friday, 8:00 am - 5:00 pm.  Unpaid; University coursework credit only.   
APPLICATION PROCESS: 
Submit cover letter and resume via e-mail to John I. Gungon, EODA phone: (909) 869-3160.

Location: 

Building 121-West-2700
Deadline: July 8th, 2019
