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________________________________________________________________________________

City of Seattle
STUDENT INTERNSHIP
_________________________________________________________________________________________________________________________________________________________________
MUNICIPAL GOVERNMENT INTERNSHIP
        SEATTLE DEPARTMENT OF TRANSPORTATION
JOB #45-2008
POSITION: Finance & Budget Intern
The Seattle Department of Transportation (SDOT) maintains and improves the City’s transportation system, including roadway maintenance and repair and traffic signal and signing systems.  In addition, SDOT’s employees manage programs aimed at increasing the use of alternative modes of transportation (e.g., bicycling, walking, carpooling, and transit).  SDOT is seeking a Finance & Budget Intern for its operating budget section.  The intern will work directly with SDOT’s financial team to conduct a wide range of tasks related to financial monitoring, including: data analysis, budget preparation, report design and preparation, revenue and expenditure forecasting, rate and fee analyses, historical budget studies, and other duties supporting SDOT’s financial management and reporting.  

DUTIES

· Design and preparation of financial reports and analyses.

· Financial data collection analysis.

· Historical budget research and financial studies.
	REQUIREMENTS
Enrollment: Applicants must be enrolled in a graduate program in Finance, Business Administration, Economics, Public Administration, or closely related field.  Graduate students must be enrolled full-time for the equivalent of at least 9 credits for the duration of the internship; however, employment during the summer is permitted without enrollment in courses if the intern is pre-registered for fall quarter.  Verification of enrollment is required.  
Minimum Qualifications: Enrollment in any of the programs listed above.
Desired Qualifications: Excellent analytical skills and an expert level of proficiency in Excel/MSQuery using Visual Basic or Access are highly desirable.










POSITION BEGINS
It is anticipated the position could start as early as December 1, 2008 or as late as January 5, 2009 and will continue through the school year (part-time when classes are in session and full-time over the summer) through July 2010 or to graduation (whichever comes sooner). 
WAGE AND HOURS
$24.16 per hour for graduate students.  Work is scheduled between the hours of 8:00 am and 5:00 pm, Monday through Friday.
HOW TO APPLY
Provide the following:

· A Cover Letter

· A Resume 

· An Intern Application Form available at: http://www.seattle.gov/personnel/employment/pubs/intern_application.pdf
· A Transcript of completed courses (unofficial okay at time of application, official transcript required at time of hire).
· List of current courses

· A writing sample (1 page abstract taken from a research paper)
Application Deadline: November 14, 2008
Incomplete application materials will not be accepted.  Send materials to: Andrea Lowe, Employment Specialist; City of Seattle Personnel Department, Seattle Municipal Tower, PO Box 34028; Seattle, WA 98124-4028 or andrea.lowe@seattle.gov.  
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