
STATE OF OHIO
Development Services Agency
77 S. High St.
27th Floor
Columbus, OH 43215-6108
(614) 466-2072
http://www.development.ohio.gov/

Invites applications for the position of:

[bookmark: _GoBack]Agency Financial Portfolio Intern

An Equal Opportunity Employer
 
PN: 20079835
Job Type: Part-Time, Temporary, Exempt
Location: Franklin County
Promotional Bid: N/A
Job Location: 77 South High Street, Columbus, Ohio
Division: Finance
Opening Date: Mon. 11/17/14
Closing Date/Time: Tue. 12/02/14 11:59 PM Eastern Time
 Pay Range: 0 
Hours of work: 20-40 hours/week, hours may vary
Salary: $10.00 - $15.00 Hourly

 

Job Duties: 

Assists with the Development Services Agency’s Loan Portfolio Improvement Project: provides support for documenting & updating existing Agency loan program process diagrams, process narratives, policies & procedures; assists the Chief Financial Officer with coordinating loan processing functions in the Agency. 

Minimum Qualifications: 

·         Must be currently enrolled in a degree program, preferably graduate level in accounting, finance, public administration or business administration. 
·         Ability to work 20 hours a week for the next year
·         Ability to organize large amounts of data into reports & presentations, audit data, & identify disparate variables
·         Ability to prioritize assignments with the capacity to work independently or in team environment
·         Detail oriented, organized, & efficient in a high-pressure environment
·         Effective communication – both oral and written – with internal staff & external clients
·         Multi-tasking skills including flexibility to work on multiple projects in a fast-paced environment
·         Prior work experience, preferably in an office environment, desired 
·         Proficient with Microsoft office suite of products specifically MS-Word, (MS-Visio and MS-Project a plus)
·         Writing, interpersonal, & research skills 
·         A test may be given to determine if minimum qualifications are met

Major Worker Characteristics: 

Knowledge of: Office Practices & Procedures;
Skill in: Equipment Operation (personal computer to create, edit/revise, store & purge documents using software);
Ability to: interpret a variety of instructions in written or oral form; define problems, collect data, establish facts & draw valid conclusions; understand most difficult classes of concepts; deal with many variables & determine specific action; proofread technical materials, recognize errors & make corrections; use proper research methods in gathering data; develop complex reports; gather, collate & classify information.
 

Supplemental Information: 
While the duration of employment of an intern is estimated to be one (1) year, this is not intended to create an employment contract or change the intern's employment status from an at-will/unclassified position, which can be terminated at any time upon notice to the intern.
All applications must clearly indicate how the Minimum Qualifications & Position Specific Minimum Qualifications, if applicable, are met. Applications that do not indicate this, will not be given consideration. 
*IMPORTANT NOTE: Please do not include your Social Security Number (SSN) with your on-line application and/or documentation. If attaching a document that contains your SSN, please redact (black out) SSN before attaching it to your application.
The State of Ohio is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, sexual orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 
When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the office at the time he/she is contacted so that proper arrangements can be made for the interview.
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