
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Human Resources Assistant
	Name of Organization: Capitol Hill Housing
	Website: www.capitolhillhousing.org
	Job Location Address: 1406 10th Avenue, Suite 101 Seattle, WA 98122
	Contact  Supervisor: Terra Page
	Phone Number: 206.329.7303 ex.1016
	Email: tpage@chhip.org
	Hourly Pay Rate indicate a range: $13.00-14.00
	Nature of Business or OrganizationRow1: Capitol Hill Housing is an affordable housing provider that has been in existence for 33 years. We now own 42 buildings in Seattle concentrated mostly in the diverse and vibrant Capitol Hill neighborhood.

We are dedicated to providing clean and affordable apartments where individuals and families can comfortably exist in an increasingly cost prohibitive urban environment.

Our Mission is to meet the need for affordable housing and preserve neighborhood character in Seattle. Capitol Hill Housing's vision is of a community that includes secure, comfortable and affordable housing opportunities for individuals and families across a broad range of incomes to support social and economic diversity.
	Duties and ResponsibilitiesRow1: The Human Resources Intern will provide administrative support to the Human Resources Department. This includes but is not limited to general administrative duties such as, light data entry, filing, photo copying, etc. Other duties as assigned.

Administrative Support:
• Provide support to HR Department throughout the lifecycle of overall hiring process.
• Screen incoming resumes for various staff positions and schedule interviews
• Conduct telephone screening interviews with HR Managers support.
• Maintain personnel files/spreadsheets/orientation binders/etc.
• Maintain resume email in-box.
• Provide professional, responsive answers to routine inquiries from staff.
• Maintain a very high level of confidentiality when dealing with sensitive information.
• Perform data entry, letter writing, email, calendaring, copying and faxing. 
• Special projects as assigned.

	Minimum QualificationsRow1: • One to two years general office support and two years college education.
• Good oral and written communication skills. 
• Experience working with Microsoft Office applications (Word, Excel and Outlook).
• Ability to communicate effectively with people of diverse personalities, cultures and communication styles.
• Ability to organize work efficiently and to juggle multiple projects
• Maintain a high degree of confidentiality.


Desired Qualifications:
• Experience working with human resources, benefits and issues of a related nature.
• Interest in human resources, sociology, psychology or business administration.
• Experience working with a wide variety of people.

Candidates selected for this position must pass a criminal history background and a credit background check prior to employment with Capitol Hill Housing.

	Educational BenefitsRow1: • Gain an understanding of HR practices within a non-profit office environment. 
• Experience the entire cycle of the hiring process. 
• Improve upon and expand organizational and interpersonal skills. 
• Receive mentoring from an experienced professional in the HR field. 
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