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The City of New York is an inclusive equal opportunity employer committed to recruiting and retaining a 
diverse workforce and providing a work environment that is free from discrimination and harassment 
based upon any legally protected status or protected characteristic, including but not limited to an 
individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, 
veteran status, gender identity, or pregnancy. 
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	Agency: ACS
	Division: Human Resources
	Address: 150 William Street, New York, NY 10038
	Name: ACS Careers
	Email: careersatacs@acs.nyc.gov
	Agency Description: The Administration for Children’s Services (ACS) protects and promotes the safety and well-being of children and families through child welfare and juvenile justice services and community supports. ACS manages community-based supports and foster care services and provides subsidized childcare vouchers. ACS child protection staff respond to allegations of child maltreatment. In juvenile justice, ACS oversees detention, placement, and programs for youth in the community.
	Unit Description: ACS’ Office of Human Resources (OHR) is responsible for a wide range of functions that directly support our agency’s mission to deliver comprehensive, high-quality services that empower children and families to thrive. Key responsibilities of OHR include the development and implementation of human resources policies and procedures, recruitment and hiring of qualified candidates, onboarding and training of new employees, performance and compensation management, and ensuring compliance with all relevant employment, civil service, and labor laws. In addition to these core functions, OHR offers a variety of employee services, including career development, benefits, and wellness programs. OHR collaborates with ACS programs and divisions to implement initiatives that foster an environment of employee empowerment, advocacy, and involvement, while attracting and cultivating a diverse, dynamic workforce. 

	Position Title: Human Resources Intern
	Internship Responsibilities: As an HR Undergraduate Intern, you will support our HR Employment Services team in day-to-day operations and contribute to long-term projects aimed at improving employee engagement and organizational effectiveness. This internship offers an excellent opportunity to gain exposure to various aspects of human resources including recruitment, employment services, payroll and timekeeping, and HR compliance.

Key Responsibilities:

- Support personnel records management by assisting with scanning personnel files into an electronic database

- Gather and analyze separation data trends and provide recommendations to improve retention efforts and employment services

- Ensure all required documentation is maintained, tracked, and addressed in timely fashion

- Provide administrative support to the Employment Services team, as needed

- Liaise with Employment Services, Programs/Divisions staff, and ACS employees


Learning Outcomes:

- Gain comprehensive knowledge of HR operations in a government setting

- Develop skills in managing employee relations and understanding HR compliance

- Enhance abilities in coordinating and executing organizational tasks and events
	Qualifications / Special Skills / Area of Study: - Currently pursuing an undergraduate degree in Human Resources, Business Administration, or a related field 
- Strong interpersonal and communication skills with ability to work on multiple projects simultaneously 
- Intermediate to advanced proficiency in Microsoft Office Suite and Adobe applications 
- High degree of professionalism with ability to handle confidential information with discretion 
- Strong research and problem-solving skills with ability to make sound decisions and balance priorities
	Application Process: You must be an undergraduate and must either be currently enrolled in a college or university or must have graduated within one year of the current program year

Interested candidates should submit their resume by visiting: https://cityjobs.nyc.gov and search for Job ID#707241
	Salary: $19.00


