
Finance Intern 

Job Description 

Functions: 
Under direction of the Director of Finance, the Finance Intern will be exposed to financial 
transaction processing in a variety of areas, monthly financial reporting, review and 
reconciliation of general ledger accounts and other general finance functions.  The Finance 
Intern will be responsible for a variety of duties including, but not limited to daily cash 
balancing, cash receipts, accounts payable, journal entries and additional support to the 
Director of Finance as needed. This position works closely with the Director of Finance, 
Finance Assistant, Front Office Supervisor and recreation staff. 
 
Immediate Supervisor: 
Responsible to the Director of Finance. 

 
Qualifications: 

 Completion of a minimum of one year of college level accounting classes. 
 Proficient computer skills including Microsoft Word, Excel and Outlook. 
 Knowledge of data entry and word processing. 
 Prior experience, including typing, cash register, and public contact is preferred. 

 
Duties and Responsibilities 
   

 Prepare daily cash balancing worksheets and reconcile any differences. 
 Accurately count cash and prepare for bank deposit.   
 Prepare related cash and deposit spreadsheets. 
 Process invoices for payment in Accounts Payable module.  
 Prepare and distribute accounts payable checks.  
 Assist with park district mailings and general bookkeeping as needed. 
 Answer phones with professionalism. 
 Prepare monthly journal entries. 
 Prepare monthly reports and review for accuracy.  
 Assist in preparing annual audit schedules and collecting audit items.   
 Maintain Accounts Payable and HR files as needed.  
 

 

Work Hours and Compensation: 

The part-time seasonal position of Finance Intern is paid every two weeks at an agreed 
hourly salary.  The position is classified as a non-exempt hourly employee status and 
will work 20-25 hours per week.  The hours worked daily may vary and will be agreed 
upon in advance with the Director of Finance. Anticipated starting date is Mid-May with 
job to be completed in mid-late August.  
 
Environmental Considerations: 

Performs most activities indoors.  Indoor environmental conditions will include lighting 
and temperature. 



Cognitive Considerations: 

 Must be able to follow directions and perform work activities as assigned by the  
 Director of Finance.   

 Must be able to communicate effectively and be organized. 
 Must be able to work closely with co-workers and other employees and visitors in 

the office. 
 
Psychological Considerations: 

 Must have the ability to handle stressful situations and meet deadlines. 
 Must be organized.   
 Must have the ability to make sound financial and business decisions. 
 Must be capable of handling multiple tasks daily. 

 
Physiological Considerations: 

 Must be able to sit at a computer keyboard for long periods of time at a desk.   
 
 

Revised 02-17-20 jf 
 


