[image: image1.jpg]



Housing Authority of the City of Tulsa

INTERNSHIP OPPORTUNITY

Human Resources Internship

Unpaid Internship/ Flexible Hours
DEPARTMENT:



Human Resources

REPORTS TO:



Vice President – Human Resources
CONTACT:



Human Resources (918) 581-5723







Job Information Line (918) 581-5790

POSITION SUMMARY:

Review employment applications, evaluating applicant’s work history, education, and other specific experience or skill required of applicants.  Schedule interviews and prepare interview packets for interview process.  Conduct pre-employment assessments and learn how to calculate results.  Perform reference checks and background checks on selected applicants.  Assist in preparation of job postings and advertisements as needed.  Assist with filing of Personnel and Benefit files.   Conduct file and card audits as needed.  Assist with various HR special projects.  Perform other duties as assigned.

MINIMUM REQUIREMENTS:

1. Must have completed at least 36 hours of college level course work; With a minimum of 6 hours being Business, Human Resources, Human Relations, or related field of study.

2. Must be computer literate and have a basic knowledge of Microsoft Office applications.

ORGANIZATION:

The Housing Authority of the City of Tulsa (THA) is a federally funded public agency responsible for administering public housing and Section 8 rental assistance programs for eligible low-income families living in the Tulsa city limits.  THA is governed by a five-member Board of Commissioners appointed by the Mayor.

MISSION STATEMENT:

THA's mission is to be a leading Public Housing Agency that enhances the quality of life in Tulsa through the efforts of a professional, caring and responsive staff and Board.[image: image2.jpg]



DEPARTMENT BACKGROUND:

The Human Resources Department is responsible for recruitment and hiring for all departments.  Additionally, all benefits for employees are administered by the department.  Human Resources is also in charge of the vehicle safety training procedures for all new employees.

An Equal Opportunity / Affirmative Action Employer

(918) 581-5723 / Fax (918) 581-5721

TO APPLY:

Qualified candidates should submit a resume to:




Tulsa Housing Authority




Attn:  Human Resource Internship



415 East Independence




Tulsa, OK 74106

OR Email Resume to hr@tulsahousing.org 

HOURS:

We are willing to be flexible around your schedule; however we are only open Monday thru Friday from 7:30 a.m. – 4:30 p.m.  Ideal candidate would be able to come in a minimum of 16 hours per week.  
Closing Date:  Until Filled
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