
              January 2019  

                                                                                                   

 

 
Hiring Manager: Elisa BOZDOG, Team Leader, HR Shared Services 
Recruiter consultant: Alexandra TOBIAS, Talent Acquisition Partner  
 
 
Who we are:  
 
Steelcase was founded as an office furniture maker, and we've evolved into the global leader in workplace 
solutions. We apply our insights to the intersection of space, technology, and furniture, helping individuals 
and teams in leading companies around the world to have a better day at work.  
We pursue innovation, strive for sustainability and develop insights in every part of our business.  
 
Job vacancy  
 
myHR EMEA Internship 
Tracking Code: 7260 
 

- 6 months determined period, 8h/day or 6h/day 
 
An internship at Steelcase is a great way to build your career and explore your area of interest. Your 
skills and confidence will grow as you are challenged with meaningful work.  
 
Why would you want to do this internship?  
We are looking for a talented person who will help the MyHR EMEA team with administrative HR tasks.  
 
What will you be doing? 
 

- Tasks related to the new hire event in our onboarding tool 
- Preparing employee certificates 
- Archiving  
- Keep in touch with the team leaders/employees for different documents 
- Keep updated the employee report with the school diplomas 
- Follow up with the employees for meal tickets card, vacation vouchers and other documents 
- Payroll report for new hires Cluj  
- Register medical leaves in our time & attendance system 
- Approval of the vacation days in the time and attendance system  
- AON forms administration 

 
 



 
Who are we looking for?  
 
Education / Experience:  

• You are Student or Graduate (Bachelor/Master) in Business Administration, Human Resources, 
Psychology, Economics or related fields  

• You have interest and/or experience in HR (desirable)  

• You can speak English fluently  
 
Skills/Abilities:  

• You have good planning and organization skills 

• You can easily build strong and effective interpersonal relationships  

• Ability to relate well to management, peers and HR colleagues  

• You are self-motivated and an independent thinker  

• Attention to detail and multitasking are your strengths  

• You are a flexible person, collaborative, with a proactive approach  

• Customer orientation is also an important aspect of this tole. 

 
How will we make sure that you get the most out of your internship?  

• You will receive guidance from experienced and passionate professionals  

• We will design a Personal Development Plan  

• You will be part of an inclusive culture where trust and empowerment are core values  

• You will work in an awesome and inspiring environment with the ability to choose spaces that suit 
your work and creativity 

• Working in a global team, where you can engage with your peers all around the world.  
 
 
Your future team:  
myHR Team consist of 6 colleagues with expertise in different areas of HR: legal, payroll, compensation 
& benefits, administration of HR database (SAP). The regions they are offering support are EMEA and 
North America.  
  
How to Apply: 
 
We invite you to submit your resume/CV through our careers page – from 
steelcasecareersen.silkroad.com, view "Current Listings" and then search for the tracking code at the top 
of this posting. If we can make the application process easier through accommodation, please email us 
at atobias@steelcase.com  
 
We are proud to have a diverse and inclusive workforce, and we're always looking to get better. We value 
applicants who are comfortable interacting with people different than themselves. Women, people of any 
race or national origin, lesbian, gay, bisexual, and transgender people, veterans, working mothers and 
fathers, and everyone else are all invited to apply.  
Steelcase provides employment opportunities to all qualified employees and applicants without regard to 

race, color, creed, genetic information, religion, national origin, gender, sexual orientation, gender identity 

and expression, age, disability, or veteran status and bases all employment decisions only on valid job 

requirements. 

mailto:atobias@steelcase.com

