
 

 

 
 

 
Purpose of Position/Summary: 
 
The purpose of this position is to aid in the formulation and implementation of the agency's budget. This 
position will also provide support in generating monthly financial performance reports and analysis of 
agency financial information. 

 
Essential Duties/Responsibilities: 
 
Essential duties of this position include aiding in the creation and implementation of the fiscal year 2012 
budget for the agency, aiding in reconciling reports, performing financial analysis, and providing reports 
and supporting information to agency executives. 
 
Job Requirements: 
 
Knowledge of budget process, financial analysis, Microsoft Office products. 
 
Advanced Access / Excel expertise highly preferred. 
 
Supervisory Responsibilities/Direct Reports: 
 
N/A 
 
Difficulty of Work: 
 
Moderate. 
 
Responsibility: 
 
N/A 
 
Personal Work Relationships: 
 
Must be able to work with others in a team environment. 
 
Physical Effort: 
 
None greater than is typical in an office environment. 
 
Working Conditions: 
 
Office. 
 

Employee Name: N/A 

Agency: Department of Workforce Development BU: 00510 

Division: Budget and Financial Analysis Section/District:       

Job Title: DWD Finance Intern Job Code: N/A 

Working Title (if different from above):       

Reports To: Daniel Lavenberg 

FLSA Status:      Non-Exempt (OT Eligible)         Exempt  Effective Date :        

JOB DESCRIPTION  
State Form 52468 (12-05) 
 

This document is used to provide 
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duties and other work elements. 
 



 

 

 
 

 
Purpose of Position/Summary: 
 The purpose of this position is to provide the intern with day to day entry level training and experience in 
Unemployment Insurance (UI) Tax compliance auditing.  At the end of the experience, the intern will be 
asked to evaluate the training that they received and make recommendations on strengthening the 
learning experience for new hires in this unit.  

 
Essential Duties/Responsibilities: 
UA top priority for DWD is to protect the integrity of the UI Trust Fund. DWD diligently investigates and 
strives to prevent incorrect excess payments to claimants or “overpayments”. Overpayments drive up 
premiums and costs for employers. Additionally, DWD frequently audits employers to find those who 
abuse the system or do not pay their fair share. When employers abuse of the system it also increases 
costs and premiums for other employers. UI Auditors placed throughout the state conduct random and 
targeted compliance audits of employers in order to ensure that all are complying with SUTA regulations 
and that DWD is consistent in our enforcement.  
 
At the end of the training, the intern should be able to: 
1.  Correctly identify questionable payments from a check register; 
2.  Determine if a worker is an employee or independent contractor; 
3.  Determine if wages have been reported for an exempt class (i.e. partner) or fictitious entity; 
4.  Determine if an employer has UI liability. 
 
The intern will be expected to evaluate the training in terms of these 4 goals and to provide a report on 
suggested improvements to the training process. 
 
 
 
Job Requirements: 
The ideal candidate will have completed course work in business law, business tax, general accounting, 
or auditing.  
 
Supervisory Responsibilities/Direct Reports: 
N/A 
 
Difficulty of Work: 
The work is moderately complex due to the differences between Indiana's law and the IRS 20 factors for 
determining if the worker is an employee or independent contractor in addition to the other sections of 
Indiana Code relevant to this function.  The intern will be required to evaluate the training received, not to 
become a fully functioning compliance auditor. 
 
Responsibility: 
To evaluate the training process for new hires into the complinance audit division of UI Tax. 
 
Personal Work Relationships: 

Employee Name: N/A 

Agency: 510 BU: 191166 

Division: UI Tax Section/District:       

Job Title: Intern - Field Audit Job Code: N/A 

Working Title (if different from above):       

Reports To: Mark McHenry 

FLSA Status:      Non-Exempt (OT Eligible)         Exempt  Effective Date :        
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State Form 52468 (12-05) 
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Page 2 of 2 

The intern will interact with employers, accountants, lawyers, payroll agents, and other interested parties 
on a regular basis, but only under the guidance and in the presence of a regular full time compliance 
auditor.  
 
Physical Effort: 
General Office 
 
Working Conditions: 
The intern will accompany the auditor to the employer's place of business.  Travel is required. 
 



 

 

 
 

 
Purpose of Position/Summary: 
 The purpose of this position is to provide the intern with day to day entry level training and experience in 
processing bankruptcy filings where a claim for UI Taxes is part of the indebtedness of the entity.  At the 
end of the experience, the intern will be asked to evaluate the training that they received and make 
recommendations on strengthening the learning experience for new hires in this unit.  

 
Essential Duties/Responsibilities: 
UI Taxes are not dischargeable in bankruptcy under IC 22-4-29-12, but the Federal bankruptcy courts 
have certain authorities which negate this provision.  The agency holding the receivable, therefore, has a 
responsibility to submit filings / take legal action to prevent the debt from being uncollectible. 
 
At the end of the training, the intern should be able to: 
1.  Process the notification of filing; 
2.  Prepare and submit a proof of claim; 
3.  Identify pre-petition and post-petition receivables for a debtor in possession; 
4.  Determine the application of personal liability statutes to debt for a corporation dissolved in 
bankruptcy. 
 
The intern will be expected to evaluate the training in terms of these 4 goals and to provide a report on 
suggested improvements to the training process. 
 
Job Requirements: 
The ideal candidate will have completed coursework in accounting or business law. 
 
Supervisory Responsibilities/Direct Reports: 
N/A 
 
Difficulty of Work: 
The work is complex in that the intern will need to understand the basis for the liabilities the employee 
seeks to have discharged.  The courts take a different view of estimated taxes than they do of original 
unpaid reports, and treat unpaid contributions differently than unpaid interest and penalties. 
 
Responsibility: 
To evaluate the training process for new hires into the Collection and Enforcement - Bankruptcy Unit. 
 
Personal Work Relationships: 
The intern will be working with current staff specializing in bankruptcy and with the collections attorney for 
the agency.  The intern may have the opportunity to work with the Attorney General's office in some 
instances. 
 
Physical Effort: 
General office. 
 
Working Conditions: 

Employee Name: N/A 

Agency: DWD BU: 191166 

Division: UI Tax Section/District:       

Job Title: DWD UI Tax - Bankruptcy Intern Job Code: N/A 

Working Title (if different from above):       

Reports To: Beverly Korobkin 

FLSA Status:      Non-Exempt (OT Eligible)         Exempt  Effective Date :        

JOB DESCRIPTION  
State Form 52468 (12-05) 
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General Office. 
 



 

 

 
 

 
Purpose of Position/Summary: 
The purpose of this position is to provide the intern with day to day entry level training and experience in 
determination, investigation, and application of SUTA Dumping deterrence measures.  At the end of the 
experience, the intern will be asked to evaluate the training that they received and make 
recommendations on strengthening the learning experience for new hires in this unit.  

 
Essential Duties/Responsibilities: 
SUTA dumping is the practice of trying to evade or deceive the UI system or personnel to qualify for a 
reduced premium rate.  
 
At the end of the training, the intern should be able to: 
1.  Determine and defend a finding of mandatory transfer; 
2.  Determine and defend a finding of prohibited transfer; 
3.  Prepare a case file; 
4.  Identify essential documents to be subpoenaed. 
 
The intern will be expected to evaluate the training in terms of these 4 goals and to provide a report on 
suggested improvements to the training process. 
 
 
Job Requirements: 
The ideal candidate will have completed course work in business law, business tax, corporate accounting, 
or forensic accounting.  A routine new hire for this position is required to have six years of cumulative 
(education and work) professional experience as a minimum qualification. 
 
Supervisory Responsibilities/Direct Reports: 
N/A 
 
Difficulty of Work: 
SUTA dumping is a complex issue and is relatively new law (2006).  There are a number of key interests 
that are working to evolve law and policy as it pertains to an employer's rights and duties in this area.  
The intern will be asked to evaluate the training provided to a new hire in this fluid environment 
 
Responsibility: 
To evaluate the training process for new hires into the SUTA Dumping unit. 
 
Personal Work Relationships: 
The intern will interact with employers, accountants, lawyers, payroll agents, and other interested parties 
on a regular basis often in an adversarial situation, but only under the guidance and in the presence of a 
regular full time investigator.  
 
Physical Effort: 
General office work. 
 

Employee Name: N/A 

Agency: 510 BU: 191166 

Division: UI Tax Section/District:       

Job Title: Intern - Rate Assurance (SUTA Dumping) Job Code: N/A 

Working Title (if different from above):       

Reports To: Christa Cappel 

FLSA Status:      Non-Exempt (OT Eligible)         Exempt  Effective Date :        

JOB DESCRIPTION  
State Form 52468 (12-05) 
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Working Conditions: 
The intern will accompany the investigator to the employer's place of business.  Travel is required. 
 


