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A public media service of Western Illinois University
Accounting Internship

Are you looking for an internship opportunity that directly impacts the community you live in? How about an opportunity to build new skills and add to your portfolio?  WQPT Quad Cities PBS helps bring public television to our entire community and plays an essential role in the educational and cultural life in our community.

DESCRIPTION

WQPT Quad Cities PBS seeks a highly motivated, self-starting student who is passionate about public broadcasting and non-profit business practices. The Accounting Intern will provide hands-on support to the Business Manager and receive training in general accounting, reporting to government agencies and budgeting. This opportunity is available at the WQPT offices in Moline, IL. 

DURATION:  
Ongoing

HOURS: 
Flexible but minimum of 4 hours a week required

DUTIES AND RESPONSIBILITIES
· Record revenue and expenses in Accounting software
· Assist with monthly reconciliation of multiple accounts
· Prepare monthly, quarterly and annual reports for university, donor and government entities
· Learn about budget preparation and management
· Perform light clerical office work duties

· Perform other related duties as assigned by Business Manager
QUALIFICATIONS

· Strong attention to detail and ability to handle and prioritize multiple tasks and projects
· Knowledge of Microsoft Office (Word and Excel)
· Excellent oral, verbal and written communication skills
· Must adhere to professional dress codes at events and in the workplace 

PREFERRED QUALIFICATIONS
· Knowledge of Accounting software
This internship is unpaid but class credit is available pending school approval.  
A background check may be required.
