
 
 

Job Description 
 
Role:    HR Intern 
Reporting to:  VP HR  
    
 
 
Overview: 
 
VICE is the world’s preeminent youth media company and content creation studio. Launched in 
1994, VICE now operates in over 30 countries and distributes its programming to hundreds of 
millions of viewers across digital, linear, mobile, film and socials. VICE includes an international 
network of digital channels, a television and feature film production studio, a magazine, a record 
label, an in-house creative services agency, a book-publishing division and a new 24-hour TV 
channel, VICELAND, launching in in the UK and Ireland in September 2016. 

 
The Role: 
 
Alongside the HR team you will be responsible for the smooth running of the HR Department. 
Ensuring all processes are followed and systems are up to date you will also be working closely with 
our Recruitment Manager and Recruitment Coordinator to ensure all new employees have a smooth 
joining experience.  
 
Main responsibilities: 
 

 Alongside the Recruitment Coordinator, assist with the implementation of up to date 
contracts for permanent, fixed term and freelance staff. 

 Once offer letter and contract have been sent, ensure the new starter process is complete.   

 Carry out inductions for all new starters. 

 Compile and maintain accurate personnel files. 

 Ensure all working right documentation is collected and filed. 

 Keep up to date holiday/absence records for all staff.  

 Alongside the HR Advisor, assist with implementation of staff handbook and benefits 
programme.  

 Assist with Work Experience, Internship and Apprenticeship programmes. 

 Alongside the HR Advisor, keep up to date with employment law and new proposed 
legislation to ensure that advice is both current and relevant.  

 Act as the second point of contact for VICE/i-D providing general HR support and responses 
to general queries, e.g. holiday calculations, pay queries etc. 

 Assist the HR Advisor with Payroll administration. 

 Administer all benefits including childcare vouchers, optical vouchers and bike scheme for 
VICE and i-D and oversee our VICE discount programme. 

 Ad hoc administration, research and project management tasks. 
 
Other: 
 

 To undertake such other tasks including general administrative duties as may be required 
from time to time 



 To be an ambassador for the business at all times. 
 
 
To apply please email a brief cover note and CV, with the reference “HR Intern” in the subject line 
to: ukrecruitment@vice.com. Please include your notice period and salary expectations in your 
application. 
 
We look forward to hearing from you! 
 
If you do not hear back from us within one month of applying then unfortunately your application 
has been unsuccessful. Thank you once again for applying and we wish you success in your future 
career.  
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