John Hudson Internship Program





Position Description

	Job Title:
	Human Resources Assistant

	Department:
	Fairfax County Department of Administration for Human Services (DAHS)

	Work Location:
	12011 Government Center Parkway, Fairfax, VA 22035

	Position Type:
	Paid internship-$13.00/hour

	Contact:
	Jill Clark
Jill.clark@fairfaxcounty.gov 



	For More Information about DAHS:
	www.fairfaxcounty.gov/admin/ 

	Applications Accepted By:

	E-mail:

Jill.clark@fairfaxcounty.gov 
 
	Mail:

Disability Services Planning & Development
Attn: Jill Clark
12011 Government Center Parkway

Suite 708
Fairfax, VA 22035

	Job Description

	Job Purpose:

Enhances office's effectiveness in communication of agency and county human resources programs, benefits and processes using web-based tools and design; proofreads and edits copy; drafts materials; develops and prepares reports; and performs other duties as required. 

Duties:

· Reviews current departmental website and recommends and implements approved content changes needed for update of Fairfax-Falls Church Community Services Board’s human resources online content
· Prepares copy for approval, transcribes, formats, inputs, edits, retrieves, copies and transmits text, data, and graphics 
· Gathers, integrates, and analyzes simple data and formats online media according to county and agency standards
Skills/Qualifications:

· Coursework in communications, marketing, human resources, public administration,  human services mental health/substance use, or related fields. 
· Excellent communication skills as well as technical and creative writing skills 
· Proficiency working in computer applications (including Microsoft Office, SharePoint and social media) 
· Ability to manage time efficiently 
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Fairfax County is committed to nondiscrimination on the basis of disability in all county programs, services and activities. Reasonable accommodations will be provided upon request. For information, call Jill Clark at 703-324-5874 or TTY 703-449-1186.                       
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