SAMPLE POSITION DESCRIPTION

Internship Site:

Internship Supervisor:

TITLE: Bank or Financial Institution Intern

OPEN TO THE FOLLOWING MAJORS: Accountancy, Finance, Management 

Major responsibilities and goals: Maintain checking and savings accounts and provide assistance and information to customers regarding their checking and savings accounts. Assist customers in resolving questions or problems with their checking and savings accounts by answering telephone inquiries and waiting on walk-in customers. Incumbent is required to reconcile customer's account as requested. 

Other essential activities: Maintain the bank's checking account files by filing checks, preparing statements, receiving and processing stop payment orders, review stop payment reports, reviewing closed account requests, updating the bank's master DDA file. Render assistance to other departments for requests such as credit information and account history information. Intern prepares statements, receives and processes stop payment orders, and reviews stop payment reports. 

Desirable skills, knowledge and behavioral traits: Incumbent projects a professional image, maintains awareness of bank services, and utilizes cross-sell techniques to increase sales effectiveness. 

Time commitment, compensation and advancement opportunities: Position is a full time position, hours negotiable based on bank hours. Wages $7.00 hour plus free checking benefit. 

