[image: image1.png]JDA//(.:OUNTY

/ SHERIFFS OFFICE
Y




7200 Barrister Drive

Boise, Idaho 83704

Phone: 208-577-3554  

www.adasheriff.org


ACCOUNTING/FINANCE INTERNSHIP
Ada County Sheriff’s Office

WORK HOURS: Day time hours (anytime from 8am – 5pm), and any week day, Monday – Friday, with one day shift being 8:00am – 10:00am for morning deposits (this shift could be any week day).  
INTERNSHIP DURATION: Fall and/or spring semesters
CLOSING DATE: Until Filled 

APPLICATION MATERIALS: Apply Online at http://www.adasheriff.org/Careers.aspx.
HIRING RATE: Unpaid

UNIT DESCRIPTION: The Finance Department is responsible for professional accounting work, technical accounting tasks of a varied nature, and performing difficult financial record keeping tasks required for balancing and maintaining financial records for the Sheriff.
Finance/Accounting Internship:  The intern will work with the Ada County Sheriff’s Office Finance Clerks to process payment of invoices for the Jail, Patrol, and Communications sections.  The intern will be responsible to ensuring payments are processed correctly, ensuring that purchase orders, packing slips, and any other supporting documentation match invoices.  
Additional responsibilities will include:

· Entering payment of invoices into the county financial program to be processed for payment.  

· Auditing and reconciling all morning cash deposits, received from various sources like bonds, inmate property, commissary, programs, concealed weapons, and alternative sentencing.  
· Match monies, to system reports to make sure our deposits are accurate before being sent off to the bank.  
Other duties may include processing equipment/supply purchase requests for the Jail, Patrol, or Communications sections of the Sheriff’s Office, filing of vouchers and purchase orders, researching order and purchase history, and handling employee travel reservations, per diem, and lodging. 

Quote from last ACSO Accounting Intern, Preethi (Recent BSU Accounting graduate): 

“I took the ACSO internship to get an inside glimpse into what governmental accounting was all about. My internship took me to the Finance and Purchasing Departments. ACSO is unique in that it is a governmental entity but they do operational accounting as well because they work a wide variety of outside vendors. The finance department creates the budget for the entire organization, pays for all the supplies and food for the jail, outfit all deputies, handle all incoming inmate funds, reconcile money received for fines, penalties, etc. This would be a great internship for anyone interested in accounting/finance but are unsure of the exact direction they want to take. As a result of my internship at ACSO I received a job with Ada County in the Auditor’s Office. Do not be afraid to take an unpaid internship. The potential outcomes are incredible! I highly recommend this internship, you will not regret it.”
JOB SPECIFICATIONS:

· At least 18 years of age; 

· Currently enrolled as a degree-seeking student at a college or university; 

· Currently majoring in Accounting, Finance, or other Business related majors and be in sophomore standing or above;

· Currently have a 3.0 cumulative GPA or above;

· Must have excellent written and verbal communication skills;

· Must have strong Excel experience;

· Knowledge of English grammar, punctuation and spelling; 

· Knowledge of modern office equipment, practice and procedures;

· Ability to maintain confidentiality of data; 

· Ability to follow written and verbal instructions;
· Preference given to those students who have a basic understanding of accounting systems; and

· Complete an interview, background investigation, and polygraph examination.

To Apply and Review Our Hiring Standards:

Please submit an application on our website at http://www.adasheriff.org/Careers.aspx.

From the careers page, go to “TO VIEW CURRENT OPENINGS and to apply now, click here.” 
· Then select the Internships category.
· Select Accounting/Finance Internship and submit your resume and application at the bottom of the job posting.  
· If it is your first time applying to the Ada County Sheriff’s Office, then select New Resume.  If you have previously applied with us before, then select Existing Resume.
Hiring Standards:  http://www.adasheriff.org/Careers/HiringStandards.aspx
*Please note that the hiring process for our internship positions may take 6 to 8 weeks.  Please take this into account if you need to register for credit with your college or university.

CONTACT INFORMATION:  

Angie Fisher

HR Selection & Internship Coordinator

(208) 577-3554

afisher@adaweb.net
***Due to the Sheriff Office's attempt to create a relatively smoke-free environment for those employees who choose not to smoke because of their growing concern for their health and welfare, applications from those who have not smoked will be considered for employment.  Applicants must have not smoked tobacco products for at least eleven (11) months prior to applying.
