
 

 

 

 
VILLAGE OF HINSDALE 
POSITION DESCRIPTION 

 
POSITION:  Administration/Finance Intern  
DATE:  April 4, 2019 
DEPARTMENT: Administration/Finance Department 
REPORTS TO:  
PAY GRADE: Starting at $12.00/hour 
FLSA STATUS: Non-Exempt 
______________________________________________________________________ 
 
Position Purpose 

This position serves as support to the Village Finance and Administration Department. 
 
Supervision Exercised 
None. 
 
Job Duties 

Essential Functions: 

 Assists in the preparation of financial reports and packets. 

 Assists the Administration/Finance Department in entering data. 

 Assists with enterprise resource planning software implementation. 

 Assists with new or ongoing research projects, and with tasks or assignments, 

including routine processes or other administrative assistance.  

 Assists residents and provides customer service. 

Marginal Functions 

 Other duties as assigned. 
  
Environmental Factors 
This position works in a typical office setting. Ability to interact with various other 
organizational members and the public. Prolonged periods of concentration required for 
proofreading, calculation, evaluation plans, reading and interpreting ordinances and 
policies.  
 
Physical/Mental Requirements 
Regularly required to sit, use hands to touch, handle, or feel; reach with hands and 
arms and talk and hear. Occasionally required to stand; walk and stoop, kneel, crouch 
or crawl. May lift and/or move up to 25 pounds. Specific vision abilities include close 
vision, distance vision, depth and the ability to adjust focus.  
 
 



 

 

Safety Functions 

 Becomes familiar with and observes all applicable safety and security 
policies/procedures. 

 Immediately reports all unsafe conditions and acts to supervisor. 

 Reports all accidents to supervisor immediately.  

 Obeys and adheres to all safety rules and work practices. 
 
Knowledge, Skills and Abilities 

 Acceptance and current participation as a student in an accredited Bachelor’s or 
Master’s degree program in public administration, business administration, 
finance, accounting, or closely related field. 

 Proficiency with current computer software systems including email, calendar 
programs, job specific software, Microsoft Excel and customer service systems 
preferred. 

 Knowledge of municipal administration and organization. 

 Ability to establish and maintain effective work relationships with members of 
village staff, village consultants, Hinsdale residents and businesspeople, and 
members of the public who come in contact with the village. 

 Ability to function as part of a team. 

 Ability to make verbal and written presentations using Microsoft Office Suite 
applications. Ability to utilize the internet for work related research. 

 Ability to plan, organize, schedule time to work effectively within a municipal 
environment. 

 
Position Requirements 
High school diploma or GED required, some college level coursework preferred. Ability 
to understand and follow oral and written instructions. Ability to count money and make 
change correctly. Ability to use a calculator and do basic math functions. Must have 
good oral communication skills and able to demonstrate excellent customer service 
skills.  
 
Hours are flexible but generally are within Monday-Friday 8am-4:30pm (20 hours/week).  
Some evening and weekend work is required.  Preferred candidate will be actively 
pursuing a degree in Accounting or Finance.  Knowledge of Microsoft Office required. 
 
Process 
The selection process includes an application process, interview process, drug 
screening and background check. The position will remain open until filled. 
 
Interested candidates should submit an application,  resume and a cover letter to the 
Village of Hinsdale, Village Manager’s Office, Attn: Human Resources, 19 E. Chicago 
Hinsdale, IL 60521, e-mail: hr@villageofhinsdale.org. Visit 
www.villageofhinsdale.org/jobs for a job application. The Village is an EOE employer.  
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