JEWELERS MUTUAL INSURANCE COMPANY

JOB DESCRIPTION
POSITION TITLE: 
Intern-Finance
DEPARTMENT: 

Financial Services
REPORTS TO:  

Corporate Controller & Assistant Treasurer
SUMMARY

Gains knowledge and experience required for promotion to an entry-level finance position under direction of experienced personnel by performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
· Observes experienced workers to acquire knowledge of methods, procedures, and standards required for performance of departmental duties
· Assists and supports the department on daily, monthly and year end activities and projects

· Works on special projects assigned by immediate manager
EDUCATION AND/OR EXPERIENCE                   




Student currently enrolled in a business related field at an accredited technical school, college or university.  

COMPUTER SKILLS                   




To perform this job successfully, an individual should have intermediate experience and skill with Microsoft Word, Excel and PowerPoint.
CERTIFICATES, LICENSES, REGISTRATIONS

None required

OTHER REQUIRED SKILLS AND ABILITIES                  



· Oral Communication Skills – Listens and gets clarification; Responds well to questions.

· Written Communication Skills – Writes clearly and informatively; Edits work for spelling and grammar; Presents numerical data effectively; Able to read and interpret written information.

· Interpersonal Skills – Maintains confidentiality.

· Ethics – Treats people with respect; Works ethically and with integrity; Upholds organizational values.

· Organizational Support – Follows policies and procedures; Supports organization’s goals and values.

· Judgment – Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate people in decision-making process.

· Planning/Organizing – Prioritizes and plans work activities; Develops realistic action plans.

· Professionalism – Approaches others in a tactful manner; Accepts responsibility for own actions.

LANGUAGE SKILLS                   




Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS                   




Ability to work with mathematical concepts such as probability and statistical inference and fundamentals of geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios and proportions to practical situations.

REASONING ABILITY                   




Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to talk or hear. The employee is frequently required to sit and use hands to finger, handle, or feel (for computer keyboarding purposes). The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.
