
 
 
 
Human Resources Trainee 
 
Do you think colleagues are the best part of your job? Would you like to know the recruitment process, being part of the hiring 
process of new employees, guide new employees, assist all employees from A to Z, then we are looking for you as our new 
Human Resources Trainee! 

  
Apply now; Only the very best! 
 
Pulitzer Amsterdam 
Situated in the heart of Amsterdam you will find the unique 5 star Pulitzer Amsterdam. The hotel is comprised of 25 historic 
17th and 18th century canal houses, featuring: 225 intimate rooms & suites, tranquil inner gardens, a gym, a classic salon boat, a 
garden café, an iconic hotel bar and a restaurant that serves simple yet beautifully crafted dishes. 
 
As Human Resources Trainee you are, together with the Human Resources Manager, Human Resources Coordinator and 
Training manager responsible for all aspects of the department. Not a day is the same, which makes your internship even more 
alternate. We are looking for a strong people’s person who listens, likes to be the points of contact for our employees and has 
eye for detail. Furthermore, you are administratively strong, as preparing offers, letters, contracts and keep employee files up-
to-date is part of your daily job. Besides this, we are also looking for someone who loves to speak in public, as you will facilitate 
several trainings, guide tours through the hotel or attend presentations. Your social and creative skills will also be tested, as you 
are the one who is organizing events like, birthday drinks, Sinterklaas, Christmas, staff parties and other social events.  
 
What to expect as a Human Resources Trainee 

 You are responsible for the administrative tasks 

 Being the point of contact for our employees 

 You are responsible for the preparation of the starters and leavers (e.g. preparing offers, contracts and certificates of 
competences) 

 Keeping employee files up-to-date 

 Answering questions employees might have 

 Process of various information into our HR-systems 

 Being responsible for all information being shared with our employees (e.g. preparing memo’s, newsletters and 
invitations) 

 Participate in the recruitment process (e.g. screening of CV, screening via telephone, participate in interviews) 

 Preparation of all things related to the start of new employees (e.g. process information into our systems, preparing 
offer letters and contracts, explanation of houserules and grooming rules of Pulitzer Amsterdam etc.) 

 Guide leavers process (e.g. preparation of confirmation of resignation letters, planning and conduct exit interviews) 

 Facilitate and prepare trainings (e.g. invite and schedule employees, facilitate training, process evaluation etc.) 
 

Do you have… 

 Empathic ability 

 A ‘Can Do’ mentality  

 An enthusiastic and outgoing personality  
 
And are you… 

 A people’s person 

 Great in multitasking, planning and time-management 

 A real teamplayer, who likes to work in a dynamic and international team 

 Accurate in your work ethic 
 
Then we are looking for you! 
 
What we have to offer you 

 An organization where the associates are number 1 

 Personal development such as; training, internal growth and coaching  

 Good work life balance 

 Competitive working conditions 

 50% discount on F&B in partner hotels 
 
Do you have a “can do” mentality and everything that is needed to work in a dynamic, exciting work environment, then apply 
NOW via careers@pulitzeramsterdam.com and who knows you will be our next colleague! 
 
 

 


