APOFEN GLOBAL INTERNSHIP PROGRAM (AGIP)

Human Resource Management — Task Pack

Human Resource Management — Internship Overview

This internship program by Apofen provides practical exposure to the principles and practices of Human
Resource Management (HRM) . Interns will learn how HR plays a critical role in building strong organizations
through recruitment, employee engagement, training, performance management, and compliance.

The program focuses on mastering HR policies, recruitment processes, talent acquisition, payroll basics,
and employee development strategies . Interns will work on real-world assignments such as drafting HR
policies, designing job descriptions, analyzing employee satisfaction, and studying modern HR trends .

By the end of the internship, participants will have a solid understanding of HR functions, documentation, and
workforce management , preparing them for roles in HR operations, recruitment and organizational
development .

Internship Perks
« Internship Offer Letter
e Completion Certificate (QR Verified)
¢ Unique ID Certificate
 Letter of Recommendation (based on performance)
» Job Opportunities / Placement Support
* Resume Building Support

Instructions for Interns

1. Share your internship status on LinkedIn , tagging @Apofen .
Complete the assigned projects within the mentioned time frame.
Upload your complete file to Google drive : AG P_Pr oj ect Nane
Post a video explanation of your project on LinkedIn.

Submit your completed task using the Submission Form .

S e

Complete any 2 or 3 out of the 4 tasks listed below (from your domain).

Human Resource Management Task List

(Complete any 2 or 3 of the following tasks)

1. Task 01 — Recruitment & Job Description
e Prepare a Job Description (JD) for any two roles (e.g., Software Developer, HR Executive).
« Include job responsibilities, qualifications, and required skills.
e Submit as a Word/PDF document .

2. Task 02 — R Policy Drafting
« Draft a basic HR policy for a startup covering:
> Leave policy
> Code of conduct
> Work-from-home guidelines

e Submit as a 2-3 page document .
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3. Task 03 — Employee Engagement Survey

Design an Employee Engagement or Satisfaction Survey (10-15 questions). Use Google Forms or MS Word.
Analyze sample responses (at least 5 people) and prepare a 1-2 page summary report .

4. Task 04 — Mini Project — HR Trends Report

Write a research-based report (1000—1200 words) on one of the following:
* Impact of Al in HR
¢ Remote work & HR challenges
 Diversity & inclusion in modern workplaces

Submit in PDF format with references .

Submission Process

1. Complete any 2 or 3 tasks . 2. Upload all files (PDFs, Docs, Reports, Survey link/screenshots) into a Google
Drive folder : AG P_Your Name_HRM 3. Make the folder shareable (Anyone with the link can view) . 4. Paste
the folder link in the Submission Form (5th October) . 5. Optional: Share your HR insights as a LinkedIn
post/article , tagging @Apofen .

Important Note

Internship Completion Criteria:

To be eligible for the internship certificate, participants must complete a minimum of two or three tasks .
Submitting only one task will be considered incomplete and certificates will not be issued in such cases.

Submission Details

A submission form will be shared in your respective AGIP cohort channel (agip.apofen.com/submit) . You are
required to submit your completed task only through that form. Please follow the instructions mentioned in the
form carefully to ensure your submission is accepted.

Contact Information
* Website: agip.apofen.com

e Email: info@apofen.com
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