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Now
Description
Wits Health Consortium is seeking a motivated and enthusiastic HR Intern to join
our dynamic team. This internship offers a unique opportunity to gain valuable
hands-on experience in the field of Human Resources while contributing to the
organization’s mission of improving healthcare and well-being.

Responsibilities

Recruitment Support: Assist in the recruitment process by posting job
openings, reviewing resumes, conducting initial screenings, and scheduling
interviews.
Onboarding: Support the onboarding process for new employees,
including paperwork completion, orientation sessions, and assisting with the
setup of personnel files.
HR Documentation: Maintain accurate and up-to-date HR records and
documents, ensuring compliance with data protection regulations.
Employee Relations: Assist in addressing employee queries and
concerns, and provide support in resolving HR-related issues.
Training and Development: Help coordinate training and development
activities, including tracking employee training records and assisting in the
planning of training programs.
Benefits Administration: Assist in administering employee benefits, such
as medical aid, retirement plans, and leave management.
HR Projects: Contribute to HR projects and initiatives as needed, which
may include policy development, diversity and inclusion programs, and HR
analytics.
Compliance: Ensure compliance with labor laws and organizational
policies, assisting in audits and investigations when necessary.
General HR Support: Provide general administrative support to the HR
team, including filing, data entry, and preparing HR-related reports.

Qualifications

Currently pursuing or recently completed a degree in Human Resources,
Business Administration, or a related field.
Strong attention to detail and organizational skills.
Excellent written and verbal communication skills.
Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint).
Ability to maintain confidentiality and handle sensitive information with
discretion.
Eagerness to learn and a proactive approach to tasks.

Job Benefits

Learning and Development Opportunities: As an HR intern, you will
have the chance to gain hands-on experience in various aspects of human
resources, such as recruitment, onboarding, employee relations, and more.

Hiring organization
Wits Health Consortium

Employment Type
Intern

Duration of employment
3 Months

Industry
Research Services

Job Location
Soweto, Gauteng, South Africa,
011, Soweto, Gauteng, South Africa

Working Hours
09

Date posted
December 30, 2024

Valid through
10.10.2025
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This experience can be invaluable for your future career in HR.
Mentorship: You may have the opportunity to work closely with
experienced HR professionals who can serve as mentors, guiding you in
your HR career development.
Networking: Internships often provide opportunities to build a professional
network by interacting with colleagues, supervisors, and other interns.
These connections can be beneficial for future job prospects.
Stipend or Compensation: Some organizations offer a stipend or
compensation for interns to help cover living expenses or transportation
costs. The specific details of compensation should be outlined in the
internship offer.
Resume Enhancement: Adding an internship with a reputable
organization like Wits Health Consortium to your resume can significantly
enhance your credibility and competitiveness in the job market.
Skill Development: Internships provide a platform to develop and refine
essential skills such as communication, teamwork, problem-solving, and
time management.
Exposure to HR Tools and Software: You may have the opportunity to
work with HR software and tools commonly used in the industry, which can
be valuable for future HR roles.
Insight into the Healthcare Sector: If Wits Health Consortium is involved
in healthcare research, the internship may offer unique insights into the
healthcare sector, which can be especially valuable if you plan to pursue a
career in HR within the healthcare industry.
Reference or Letter of Recommendation: If you perform well during
your internship, you can request a reference or letter of recommendation
from your supervisor or HR manager, which can be helpful when applying
for future positions.
Personal Growth: Internships can provide personal growth and self-
discovery opportunities as you gain a deeper understanding of your
strengths and interests within the HR field.

Contacts
1. Prepare Your Application Materials:

Update your resume to include relevant education, work experience, skills,
and any other pertinent information related to the HR internship.
Write a well-crafted cover letter expressing your interest in the internship
and explaining why you are a suitable candidate. Highlight your
qualifications, motivation, and how you can contribute to Wits Health
Consortium.

2. Gather Required Documents:

Ensure you have digital copies of your resume and cover letter ready for
submission. You may need to save them in PDF or Word format.

3. Visit the Application Portal or Email Address:

Check the job posting or the information provided in the job description for
specific application instructions. Depending on Wits Health Consortium’s
preferences, you will either apply through an online application portal or
send your application via email to the provided email address.

4. Compose Your Email (If Applying via Email):

If you are required to apply via email, create a new email with a clear subject
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line. For example, “HR Internship Application – [Your Name].”
In the body of the email, write a brief, professional message expressing your
interest in the internship. Mention that your resume and cover letter are
attached for their consideration.

5. Attach Your Resume and Cover Letter:

Attach your resume and cover letter to the email as separate attachments.
Ensure that the files are correctly named, such as “YourName_Resume.pdf”
and “YourName_CoverLetter.pdf.”

6. Proofread and Review:

Double-check your application materials for any errors in spelling, grammar,
or formatting before sending them. A well-prepared application reflects
positively on your attention to detail.

7. Send Your Application:

If you’re applying through an online application portal, follow the prompts
and complete any required forms or fields. Make sure you submit all
necessary documents as instructed.
If you’re applying via email, click the “Send” button to submit your
application.

8. Confirm Receipt:

If you don’t receive a confirmation email or acknowledgment of your
application within a reasonable timeframe (usually a few business days),
consider following up with Wits Health Consortium to ensure they received
your application.

9. Be Patient:

Wait for a response from Wits Health Consortium regarding the status of
your application. They may contact you for an interview or provide further
instructions.
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