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JOB TITLE: Assistant Coordinator, Recruitment 


LOCATION: Toronto, ON
COMPENSATION: 
$3200 Honorarium upon completion of term

DURATION: Summer Term - May to August, 2012. Full-time (8:30 am  - 5:00 pm)

POSITION REPORTS TO:
Senior Manager, Recruitment
OVERVIEW:

TrojanOne is offering a Assistant Coordinator, Recruitment Internship. We are seeking a highly motivated individual with a passion for marketing to join our dynamic team. TrojanOne is in the business of engaging consumers through the creation and delivery of innovative and meaningful consumer brand experiences.

STRATEGIC ROLE(S):
· Internal Client Management

· Fieldstaff managment

JOB PURPOSE 

This internship will provide you the opportunity to gain valuable industry experience and a chance to network and communicate with business professionals. Through networking and job shadowing the incumbent can expand on their employable skills, develop new techniques and learn valuable skills to succeed in a marketing environment.

ROLES & RESPONSIBILITIES:

· Support recruitment of Fieldstaf and Full-time employees e.g. job posting, screening resumes, organize and/or conduct interviews, reference checks, contract preparation, and training

· Provide on-site support with events/BA’s

· Support Fieldstaff payroll adminstration: send and collect payroll documents, collect timesheets, timesheet data entry, missing payroll information follow-up

· Maintain and update fieldstaff contact info databases and performance rating system

· Support internal HR initiatives

· Complete and submit weekly timesheets

· Provide administrative support for various programs

· Miscellaneous

· Perform clerical and other duties in support of office and event operations e.g. copying materials, serving as receptionist, helping out at events, physical labor, and picking up materials, as needed

· Attend events as staff when requested

· Attend Chalk Talk on a regular basis

QUALIFICATIONS
· Enrolled in or graduated from a Degree/Diploma (majoring in Marketing or Human Resources an asset)

· Valid driver’s license

COMPETENCIES

· Willingness to learn: Demonstrate a strong desire to work with and learn from a variety of different people within the organization.

· Team Work: Develop and maintain positive working relationship with all employees.

· Written and Verbal Communication:  Express clearly, listen actively and understand others well in a group setting.

· Commitment to Quality: Ensure work is done correctly, completely, and within a set deadline. Documents must be detailed and professional.

· Computer Skills: Must be proficient in using Word, Excel Powerpoint, Internet, email.

How to Apply

Send your cover letter, resume, and school transcripts (unofficial permitted) ASAP to resumes@trojanone.com referencing HR-SUMMER in the subject line of your email. 

TrojanOne is an equal opportunity employer.  Please be advised that only successful applicants will be contacted.

