	BPSOS SYCEP INTERNSHIP DESCRIPTION


Title:


Intern

Reports To:

MARTIN CHAN

Organization: 
Greater Philadelphia Cares


Address: 

129 N 11th Street, 2nd Floor, Philadelphia, PA 19107
Type: 
CPA firm
Duties and Responsibilities (includes but not limited to):      

· Understanding and adhering to all standards and guidelines of internship
· Office/clerical work: scanning documents, organizing files, data entry
· Running errands (post office, bank, paying bills)
· Simple computer work
· Ability to maintain a website is helpful but not required
Requirements:  

· Motivated individual with an interest in learning about the accounting profession
· Bilingual (Chinese) ability preferred; limited English proficient OK
· Basic computer literacy (employer will provide training if needed)
· Reliable, punctual, hard-working
Misc:​​​​​​​​​​​___________________________________________________________________

· Employer is flexible with scheduling
· No prior office experience required
