Accounting Intern 

Pay Range: 4C
Classification Code: BE05201 

SUMMARY: 

Performs a variety of routine day-to-day operations related to ledger entries, account reconciliation, and other accounting and office duties.

DUTIES AND RESPONSIBILITIES: 

1. Journal entry preparation and entry.

2. Processing and batching high volume of cash receipts and bank deposits.

3. Enters cash transactions in ledger and reconciles cash reports.

4. Preparation of spreadsheets for financial analysis.

5. Data entry into Banner and nonprofit ledger software.

6. Running Queries for reports.

7. Printing Hyperion reports and querying Banner. 

8. Ensures strict confidentiality of financial records, in compliance with federal and state patient privacy legislation.

9. Follows established departmental policies, procedures, and objectives.

10. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
High school diploma or GED; at least 6 credits college level accounting courses with a grade of ‘B’ or better; valid driver’s license.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Experience with MS Office, especially Excel and Access.

· Previous accounting experience preferred.

· Basic data entry and/or word processing skills.

· Experience with General Ledger accounting software, Banner, and/or Hyperion.

· GPA of 3.0 or higher.

