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PROGRAM STAZU

Nazwa podmiotu oferujacego staz

IBM GSDC Wroclaw

Miejsce odbywania stazu

Ul. Muchoborska 8, 54-424 Wroctaw

Stanowisko, obszar dzialania

HR Administration Support

Work in a global environment, in multinational team. Supporting Human Resource department in
preparing documentation and reports for Delivery Centre itself. Updating HR Tools.

Number of places for students/ graduates UE: 1

Termin

1 wrzesnia-30 listopad 2014

Obszary merytoryczne, z ktérymi student ma szanse zapoznac¢ si¢ podczas odbywania
stazu. Czego Student moze si¢ nauczy¢. Jakie kompetencje moze rozwijac.

Internship program *:

Phase 1 - IBM Organization introduction
Introduction to Delivery Centre Poland
Organization procedures and processes
Delivery Centre Poland management structure
Key roles and team responsibilities

Phase 2 — IBM business environment, tools introduction
e Setting up the work environment
e Lotus Notes and Team Rooms accesses set up
e HR Administration tools introduction
e HR environment introduction specific to GSDC

Phase 3 — Reports and documentation
e Support in preparing HR documentation
e Support in preparing the reports for Delivery Centre
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Harmonogram z propozycja liczby godzin oraz zakresem zadan merytorycznych w ujeciu

tygodniowym. (32h pracy stazysty w tygodniu w miesiagcu wrzesniu, 20h pracy stazysty w

tygodniu w miesiacach pazdziernik i listopad).

Tydzich 1 introduction @IBM, workplace set up (accesses etc.),

Tydzieh 2 introduction @IBM, workplace set up (accesses etc.), responsibilities
handover, HR environment and Tools introduction,

Tydzich 3 HR reports generating, documentation preparation, personal files

Tydziet 4 HR reports generating, documentation preparation, contact with employees
during HappyHours with assistant of HR Administration Team

Tydzief 5 HR report_s generating, QOcumentation pre_paration, other HR'-reIate_d tasks,
personal files, contact with employees during HappyHours with assistant of
HR Administration Team

Tydzich 6 HR reports generating_, documentatio_n preparation,_other HR-related _tasks,
coordinating teleworking documentation, contact with employees during
HappyHours with assistant of HR Administration Team

Tydzich 7 HR reports generating, document_ation preparation,_ welcome days sup_port,
other HR-related tasks, contact with employees during HappyHours with
assistant of HR Administration Team, personal files

Tydzich 8 HR reports generating, docur_nentation prepgration, Welcomg days support,
other HR-related tasks, coordinates teleworking documentation, contact
with employees during HappyHours with assistant of HR Administration
Team

Tydzieh 9 HR reports generating, docum_entation prepargtion, Welcome_days support,
, other HR-related tasks, coordinates teleworking documentation, contact
with employees during HappyHours with assistant of HR Administration
Team

Tydzieh 10 HR reports generating, docur_nentation prepgration, Welcomg days support,
other HR-related tasks, coordinates teleworking documentation, contact
with employees during HappyHours with assistant of HR Administration
Team
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Tydzien 11

HR reports generating, documentation preparation, welcome days support,
other HR-related tasks, personal files, contact with employees during
HappyHours with assistant of HR Administration Team

Tydzien 12 / Week

12

Team

HR reports generating, documentation preparation, welcome days support,
other HR-related tasks, coordinates teleworking documentation, contact
with employees during HappyHours with assistant of HR Administration

Wymagania stawiane kandydatom

Znajomos¢
jezykdéw obcych
/ Foreign
languages

English - intermediate

Profil kandydata
(oczekiwane
kompetencje) /
Candidate‘s
profile
(competences)

Inne / Other

Dodatkowe informacje / Additional information

Dane osoby odpowiedzialnej za rekrutacje (imi¢, nazwisko, stanowisko, e-mail, telefon)

Agnieszka Smolag-Ligamnowska, HR Assistant, agnieszka.ligmanowska@pl.ibm.com, 71 760

5753

OKkreslenie potencjalnej mozliwosci podjecia zatrudnienia po odbyciu stazu

n/a

Podpis osoby reprezentujacej Pracodawce

Akceptacja MenedzZera projektu
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