Finance Intern (Unpaid Internship) – Part-Time (2 days per week)
Our Lady of Consolation Catholic Church
Reports To: Business Manager / Pastor
Schedule: 3 Days per Week (Approximately 6 hours weekly)
Classification: Unpaid Internship
Position Summary
The Finance Intern provides administrative and financial support to the parish Business Manager while gaining practical experience in nonprofit and church financial operations. This internship offers hands-on exposure to accounting procedures, financial recordkeeping, stewardship practices, and parish administration within a faith-based environment.

This is an educational, unpaid internship intended to provide learning and professional development opportunities for students or individuals seeking experience in finance, accounting, or nonprofit administration.
Primary Responsibilities
Financial & Accounting Support
· Assist with documentation related to weekly offertory processing.
· Enter financial data into accounting systems and spreadsheets.
· Support accounts payable and receivable recordkeeping.
· Maintain organized financial files and electronic records.
· Update and maintain paper files and archived financial records.
Administrative Support
· Maintain strict confidentiality of parish financial and donor information.
· Perform general office duties supporting financial operations.
Educational Objectives
· Nonprofit and church financial management
· Accounting and bookkeeping procedures
· Financial record organization and administration
· Professional office and administrative practices
Qualifications
· Current college student, recent graduate, or individual pursuing experience in Accounting, Finance, Business Administration, or related field.
· Basic knowledge of accounting principles preferred.
· Proficiency in Microsoft Office, particularly Excel.
· Strong organizational skills and attention to detail.
· Ability to maintain confidentiality and professionalism.
· Interest in nonprofit or church administration.
· Respect for and willingness to support the mission of the Catholic Church.
Internship Conditions
· This position is unpaid and does not constitute employment.
· Internship hours are flexible within parish office operations.
· Academic credit may be available if coordinated through the intern’s educational institution.
· The internship is intended solely for educational and professional development purposes.
Supervision
The Finance Intern will receive guidance and supervision from the Business Manager and may collaborate with parish staff as needed. The Finance Intern will meet occasionally with the Church Pastor (as circumstances dictate). 
How to Apply:
Please submit your resume, cover letter, and letter of recommendation from your school or organization to jerivera@rcdoc.org.

