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Company/Organization Name: Naperville North High School

Career Internship Program

Industry/Pathway: Finance & Business Services - Accounting/Finance

Internship Title: Accounting Intern

Approximate Hours per Week: 5-10

Rate of Pay:
Unpaid

About Company/Organization:

Naperville North High School (NNHS), part of Naperville Community Unit
School District 203, is a nationally recognized comprehensive high school
serving approximately 2,700 students. The school's Business Office manages
the daily financial operations that support students, staff, athletics, student

activities, and academic programs. This internship provides students with a
unique opportunity to gain hands-on accounting and bookkeeping experience
while contributing to the financial operations of one of Illinois' premier
public high schools.



Internship Position Description:

The NNHS Accounting/Finance Intern will work alongside the school's
Financial Secretary to gain real-world experience in accounting,
bookkeeping, budgeting, and financial operations within a large educational
organization. Interns will assist with preparing and verifying bank deposits,
processing check requests, reconciling financial records, monitoring budgets,
maintaining petty cash, and generating financial reports that support school
operations.

Students will also develop professional communication skills by interacting
with school staff, coaches, activity sponsors, vendors, district personnel, and
other stakeholders regarding financial transactions and account information.
Throughout the internship, students will learn the importance of accuracy,
confidentiality, ethical decision-making, and attention to detail in managing
organizational finances.

This internship does not require students to leave Naperville North High
School, making it an excellent opportunity for students who have limited
transportation, participate in athletics or extracurricular activities, or need
flexibility in their daily schedule while still gaining valuable career
experience.

Interns Will:

e Prepare and verify daily bank deposits for school activities and
programes.

e Assist with processing purchase orders, reimbursements, and check
requests.

e Monitor student activity accounts and departmental budgets.

e (Generate, organize, and analyze financial reports using district financial
systems.

e Reconcile financial records and verify the accuracy of transactions.



Assist with tracking petty cash and maintaining accurate accounting
records.

Communicate professionally with staff members, vendors, coaches,
club sponsors, and district personnel regarding financial processes.
Learn how internal controls help ensure financial accuracy and
accountability.

Observe ethical financial practices and maintain confidentiality when
handling financial information.

Key Learning Outcomes

By the conclusion of this internship, students will:

Understand the daily accounting operations of a large public
organization.

Apply accounting and bookkeeping principles in authentic workplace
settings.

Strengthen organizational, analytical, and financial recordkeeping
skills.

e Develop professional communication and customer service skills.

e (Gain experience using accounting software, spreadsheets, and financial

reporting tools.
Build workplace competencies including professionalism, reliability,
teamwork, confidentiality, and attention to detail.

Knowledge, Skills, Abilities, and/or Interests Desired in Applicants

Interest in accounting, finance, bookkeeping, business, economics, or
public administration.

Basic accounting and mathematical skills.

Strong attention to detail and accuracy.

Analytical and critical thinking skills.

Excellent written and verbal communication skills.



e Ability to organize information and manage multiple tasks.

e Professionalism, dependability, and strong ethical standards.

e Ability to maintain confidentiality when working with financial
information.

e Working knowledge of Microsoft Excel, Google Sheets, and other
productivity software is beneficial.

e Desire to learn how financial operations support large organizations.

Physical Demand(s) of Position

e Primarily office-based work performed while sitting or standing.

e Frequent use of a computer, calculator, copier, and other standard office
equipment.

® QOccasional lifting or carrying of files, documents, or bank deposit
materials.

e No significant physical demands.

Type of Internship: In-person

Contact Name: Mrs. Nandini Asar
Title: NNHS Financial Secretary

Email; nasar@naperville203.org
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