HR Intern 
Part-time position,  internship,  20 working hours per week
Start date: 01.09.2021
Wage (gross) € 5/hour
Job description, responsibilities and duties
EAI is looking to employ an enthusiastic Slovak/English speaking HR intern to assist our HR department with administrative and HR-related tasks. The HR intern’s responsibilities include: filing HR documents, initiating background checks on shortlisted candidates, providing suitable recommendations to improve HR policies. He/She should also be able to draft employee communications and notifying staff of policy and procedural changes. If you are interested in kickstarting your career in HR we would like to meet you.

Responsibilities:
- Updating company databases by inputting new employee contact information and employment details.
- Assisting in gathering market salary information.
- Filing HR documents
- Assist in scheduling and confirming interviews with candidates
- Post, update and remove job ads from job boards, careers pages and social networks
- Assist the completion of compensation and benefit documentation
- Oversee the completion of compensation and benefit documentation.
- Assist in reviewing and distributing company policies in digital formats or hard copies
- Participate in organizing company events and careers days
Employee perks, benefits
- A young team of colleagues with years of international experience and open climate workspace;
- A conveniently situated, air-conditioned office in the center of Bratislava with free coffee;
- Work and daily communication in English
- Ample opportunity for independent work and thought;
Information about the selection process
working hours 9,30 - 13,30 daily
Expected date of completion of the selection process
15 September 2021 
Candidates with education suit the position
University student
Educational Specialization
HR Management
Language skills
English - Advanced (C1)
Other knowledge
Microsoft Office - Advanced
Experience in the position/sector
Experience as a Staff Assistant or similar junior HR role is a plus
Personality requirements and skills
- Excellent written and verbal communication skills in English and Slovak
- Proficiency in all Microsoft Office applications.
- Working knowledge of Slovak labor laws.
- Ability to work as part of a team.
- Strong analytical and problem-solving skills.
- Excellent administrative and organizational skills.
- Effective communication skills.
- Detail-oriented and ability to accurately follow instructions
- Experience as a Staff Assistant or similar junior HR role is a plus
Advertiser
Brief description of the company
European Alliance for Innovation is a non-profit organization and is the largest European professional community, established in cooperation with the European Commission. EAI was created by leaders from industry, research, and policy making organizations to engage the global community with the shared goal of securing Europe’s future competitiveness through innovation.
Today, the objective is to empower the global research and innovation, and to promote cooperation between European and International ICT communities. By harnessing the potential of the ICT revolution, EAI engages the global community in all sectors of society to explore ways in which innovation in technology and business can benefit society at large.

ONLY CV IN ENGLISH WILL BE ACCEPTED.
Contact
recruitment@eai.eu 
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