Information & Records Management Intern Position

Skills or knowledge we are looking for:
· [bookmark: _GoBack]Excellent communication skills, including high levels of verbal and written English
· Pro-active, independent, self-motivated but also enjoys collaborative work
· 2nd or 3rd year student
· Interested specifically in Information Management and/or Records Management
· Good skill levels using standard Microsoft office software
· Ability to undertake research within the areas of Information Management and or Records Management.
· Have own transport
· Have own PC/Laptop and Smartphone

IRIS offers the following:
· Approximately 8 hrs per week (may be more where possible)
· An initial 1-week unpaid period and for the right candidate an ongoing position of $25.00 per hour, plus superannuation. Hired on a casual employment basis and rate will be reviewed for longer term employment.
· Office in Morley
· Opportunities to:
· work with experienced consultants on various topical IM/RM projects 
· learn and take part in developing training material and specifically online training material
· work along-side a consultant in a purpose-built home office (PC/Lap top will be provided when attending this location
· be part of a small specialised team
· see how the theory is applied in practice 





