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Department of Information Technology
Summer 2009 Internship Program
Coordinated by Department of Budget & Management

The following opportunity is a non-paid student internship for which course credit is required.  This internship is an excellent opportunity for students who desire hands-on experience with professional-level public service work, and for State Government agencies looking for exciting, new talent.  To apply for this internship, please call or email the designated contact person identified in this description.  

	Agency Coordinator Name  or Recruiter and Phone Number
	Lynn Buehler                   OR              Peggy smith
410-260-7593                                                410-767-4906

	Department/Division
	Department of Information Technology
Fiscal sErvices



	Work Location:
Street Address

Phone Number
	45 Calvert St
Annapolis, MD 21401

410-260-7593

	Estimated Start Date and End Date
Days, # Hours per Week

Pay (if Paid)
	September 1 through November 20
5 days per week up tO 8 hours per day

	Projects and Duties Description

(How will the intern help your agency?)
	· Assist more experienced employees with projects such as resolving Past Due balances.
· Assist more experienced employees with operational monitoring and projections efforts and  / or operational transaction workflow.
· Assist during peak periods of work in the area of organizing records for  retention for future audits.
· Assist in all aspects of general accounting operations.
· Assist in calculation and / or verification of journal entries.  


	Intern Requirements
(Knowledge, skills, and abilities)
	· Student with good communications skills.

· Student with basic accounting knowledge.

· Ability to follow directions as given verbally and / or in writing.

· Ability to alphabetize and accurately order and maintain documents in numerical sequence. 

· Ability to use general office equipment.
· Knowledge of Microsoft Office Suite.

	Preferred Fields of Study (i.e., Finance, Business/Public Administration)
	Accounting, Finance, and Business / Public Administration

	Designated Contact:
To apply, send resume and recent transcript by (insert deadline date) to:
	Name and Title: Lynn Buehler, Director Fiscal Services
Street Address:45 Calvert St  Annapolis, MD 21401
Phone Number: 410-260-7593
Email Address: lynn.duleh-buehler@doit.state.md.us
msmith@dbm.state.md.us








