
 
JOB DESCRIPTION 

 

Position Title:  Human Resources – Summer Student 

Reports To: Manager, People and Culture 

Program: Administration, Human Resources 

Location: 636 Kennedy Road, Scarborough 

Status:  

Bargaining Unit No 
 
 

Job Purpose                                                                                                                                                
 
As the Human Resources Summer Student you will be responsible for range of 
administrative duties supporting the Human Resources department at YouthLink.  
Reporting to the Manager, People and Culture, duties consist of maintaining accurate, 
up-to-date, and complete employee records, reports, supporting with health and safety 
training, recruiting, and other HR programs. 
 

Duties & Responsibilities                                                                                                                                                
 

 Maintain accurate, up-to-date, and complete employee records and recruitment files 
and ensure confidentiality with  files 

 Monitor human resources related documentation to ensure accuracy, consistency, and 
relevance to business processes 

 Eliminate unnecessary or outdated materials, destroying them or transferring them to 
inactive storage according to file maintenance and legislative requirements 

 Transition employee data to electronic format and organize 

 Organize physical and online HR records in shared folders 

 Prepare, review, and/or edit various forms of correspondence such as letters, invoices, 
presentations, publications, and reports 

 Support with creation of job postings, resume screening, and interviewing 

 Other duties and special projects as may be assigned 
 
Supports Organization’s Strategy:  
Actively contributes to the organization’s Strategic Plan by participating in initiatives and 
committees to support the overall plan.  
 
 



Requirements 
 
Education: 

 Completion of High School 

 Current enrolment in a post-secondary program with a specialization in Human 
Resources Management would be a strong asset. 

 
Experience:  

 Previous administrative experience would be a strong asset. 

 Demonstrated knowledge of privacy standards and the ability to manage confidential 
information. 

 Strong written and verbal communication skills with a wide range of stakeholders 
including staff of all levels, partners and government program representatives. 

 Demonstrated desire for continual learning in Equity, Diversity and Belonging practices. 
 

Skills: 

 Strong computer skills. 

 Ability to organize and mobilize large amounts of data and information. 

 Excellent leadership, administrative and communication skills (verbal and written). 

 Demonstrated skill in Equity, Diversity and Inclusion practices, and specifically using an 
Anti-Black Racism lens. 

 Exceptional judgement; ability to analyze information quickly in order to prioritize and 
communicate emerging issues. 

 
Other Requirements 

 Full COVID-19 vaccination and Vulnerable Sector Check required. 
 

 

Working Conditions                                                                                                                                                
 
 
 

Physical Requirements                                                                                                                                                
 
Nil 

 

Direct Reports                                                                                                                                                
 

 

 
Employee Name (please print) 

 
 

 
Employee Signature 

 
 

 
Date 

 
 

 


