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New DS-7002 – Human Resources
You may use these descriptions when preparing your DS-7002 Training Plan. All the below Word fields can be copied and pasted onto each respective field of the DS-7002 Adobe document.  Please modify to your needs if necessary. 

Brief Description of the Intern’s Role for this Program or for this Phase

The intern will lend support to general Human Resources tasks, resource reallocation, database maintenance and updates, process improvement initiatives, project analysis, design and implementation, as well as assist in ongoing process workflows.

Specific Tasks and Activities to be Completed for this Program or for this Phase
Introduction to the company, corporate culture, products, services; orientation to departments, business goals. Exposure to the recruitment, administration, management and training of employees; exposure to hiring, firing, payroll, benefits, training, teamwork coordination and the evaluation of human resources performance; will assist in monitoring the availability of qualified workers; recruiting and screening of applicants for jobs; will help with the selection of qualified employees; will observe systems responsible for personnel sourcing and hiring, applicant tracking, skills development/tracking, benefits and compensation administration, occupational health/safety issues and compliance with associated government regulations; general exposure to promotions, transfers, industrial relations, career development, competency mapping, performance appraisals, motivational techniques.

Specific Goals and Objectives for this Program or for this Phase
By the end of this phase the intern will have gained practical experience in American methods of Human Resources management and understand methods which ensure that people and the organization are performing at maximum capability in a highly fulfilling manner. The intern will understand the American business mentality and gain greater fluency in English as a business language.

Skills or Techniques to be Imparted During this Program or During this Phase
English language spoken/written, understanding of the U.S. business mentality, planning/organizational skills, listening/observing skills, team-building skills, interpersonal skills, deadline completion skills, interviewing skills, listening skills, documentation skills, multi-tasking skills, research skills, analytical skills, statistical skills, decision-making skills, problem-solving skills, judgmental skills; ability to work independently; ability to work effectively during stressful periods; creative skills, deductive thinking.

Methods of Performance Evaluation and Methods of Supervision for this Program or for this Phase

Supervision will include weekly meetings, department briefings, project reports, mentoring with team leader, informal on-the-job meetings, critiques, brain-storming as needed during project work. A final written performance evaluation at the end of the internship will attest to the intern's work habits, comprehension, creativity, motivation, team spirit, self discipline and attitude.
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