
Internship Opportunity: Finance and Human Resources Department
Location: City of Macomb
Duration: Flexible, Spring 2025 Semester
Compensation: Unpaid

Job Goal:
The Finance and Human Resources Internship provides an opportunity to gain hands-on experience in the daily operations of a local government’s Finance Department. The intern will assist in supporting financial operations, payroll processing, utility collection, human resources management, and general administrative duties. Under the supervision of the Finance Director, the intern will contribute to a variety of financial and human resources functions for the City of Macomb.

Responsibilities (include but not limited to):
· Support financial record-keeping, including accounts payable/receivable and payroll functions.

· Assist with audits and financial documentation as needed.

· Support the administration of employee benefits, pensions, and insurance.

· Assist with human resources tasks, including policy updates, anti-harassment training, and employee documentation.

Qualifications:
· Currently pursuing or recently completed a degree in business administration, human resources accounting, finance, or a related field.

· Proficient in Microsoft Office Suite (Excel, Word, PowerPoint).

· Ability to handle sensitive information with discretion.

· Eagerness to learn and contribute to various projects within finance and human resources.

This internship offers valuable exposure to governmental financial and HR operations and provides the opportunity to develop a range of practical skills in a professional environment
General employment applications are available at Macomb City Hall; 232 E. Jackson Street, Macomb, IL or on-line at:  https://cityofmacomb.com/employmentapplication/
Completed applications for this position must be returned to the Mayor’s Office in City Hall no later than 5:00 p.m. December 2, 2024.  
The City of Macomb is an Equal Opportunity Employer

