DOCUMENT
MANAGERS

creating smarter doctments

IN-FI-00 Finance Intern

The Finance Department is responsible for managing Document Managers’ cash flow, payroll,
and investments and reports on all of Document Managers’ financial activities.

Job Description

Validate daily supplier invoices

Assist with monthly bank reconciliation

Reconcile accounts to general ledger by preparing spreadsheets

Prepare next year's budget worksheets for departments to complete
Prepare finance department's budget for next year

Assist with monthly meter read reconciliation

Support Finance Manager in Accounts Receivables and Accounts Payables
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Additional Requirements

Must be an accounting/finance major
Detail oriented and organized

G.P.A. of 3.0/+

Current student
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Submit your resume, transcripts, 3 references and a writing sample to Shamika Davis,
Operations Manager at hr@documentmanagers.us

510 Florida Avenue, NW, Washington D.C. 20001 | (202)299-1011 p | (202)299-1014 f
814 Thayer Avenue, Silver Spring, MD 20910 | (301)563-6020 p | (301)563-3026 f @

www.documentmanagers.us



