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WHAT I EXPECTED HR TO BE LIKE 

Before this internship, when I heard HR, I only thought of dealing
with HR reports about employee relations and payroll

After receiving this internship, I realized that HR involved much
more than that

While HR does deal with employee relations and payroll, we also
focus on so much more



MEETING THE TEAM

Katie Cluff
Director of Talent and

Engagement

Raquel Ordonez
Talent AcquisitionPartner

Lindsey Herdeg
Talent Management

Coordinator



JUMPING RIGHT IN
My first couple of days consisted of completing my Gracehill
training and shadowing my team, but after a week of shadowing
Raquel doing prescreens, I began doing prescreens myself. 

I was nervous to begin prescreening because I felt underprepared
since I was new to the company, but I received some comforting
words of advice:

"The candidates do not know you are new, so go in there with
confidence, and it will go smoothly" - Lindsey Herdeg



HOW I PREPARE FOR MY DAY



Create and post the job
requisition 

Go through the candidates
under review

Attach Calendly link and
send email to candidate

asking them to schedule a
phone screening

Once candidates schedule
time with us we change

them to prescreen

Determine if candidate
needs berke

Submit berke if completed Conduct prescreen
Move to next stage

interview or decline and
give reason

Schedule interview for
candidate

Submit prescreen

The Process of Recruiting 
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UPDATING JOB DESCRIPTIONS



NEW HIRE PRESENTATION



NEW HIRE PRESENTATION



CELEBRATING AIONs
SUCCESS 

During AION's sixth anniversary
celebration, I met almost everyone in
the company.

While the celebration was for AION, I
felt welcomed and comfortable with
this company.



NEW RESPONSIBILITIES: UPLOADING I-9S



EMAIL DRAFT



STANDARD OPERATING
PROCEDURE FOR I9S



STEP-BY-STEP PROCESS



I-9 MICROTRAINING



THE TAX PROJECT
I worked alongside Lindsey Herdeg, Joselyn
Smith, Jennifer Easterling, and Marshelle

Hightower to update all of our employees' tax
codes so they can be uploaded into UKG



EXPECTATIONS VS. REALITY 



GOALS

I would love to extend my internship
into the school year
Graduate with my undergrad and
obtain a full-time job at AION
Management



MY TIME AT AION



QUIZ TIME!
https://take.quiz-maker.com/Q3XFDFHF8

https://take.quiz-maker.com/Q3XFDFHF8

