
Grants and Accounting Data Systems Management Internship 
 

 
The Intern will have exposure to the Grants Management, Accounting and Financial 
processes of the Planning and Financial Services Division of Homeland Security and 
Emergency Management Department (HSEMD). 
  
Under the supervision of HSEMD grant managers and project officers the intern will 
identify data and files in the Iowa grants system that need to be transferred to a new 
system - EMGrant Pro. It is expected that the intern will identify the most cost efficient 
means of transferring all preparedness grants while maintaining data integrity in a timely 
manner. Additionally the intern will identify stateside projects under each grant program, 
obtain budget and expenditure data, and enter the data into the EMGrant Pro system. 
The intern will also assist grant and financial managers by drafting criteria for reports, 
obtaining approval to create and generate reports, and store as Preset reports. 
 
The intern will assist the accounting team leads by identifying approved payment data, 
entering the data timely and with accuracy while working in multiple systems; generate 
monthly reconciliation reports identifying discrepancies and the causes; produce 
quarterly budget and expenditure recap documents to examine spending status; and 
identify areas with over-and under-expenditures and seek explanations for them.  
 
Competencies, Skills and Abilities Preferred - Analytical Acumen; Functional/
Technical Skills; Intellectual Ability; Process Management; Time Management; and 
Accuracy. Understand databases and spreadsheets; uses computers for data entry and 
report generation; ability to use Microsoft WORD, EXCEL, and ACCESS. 
 
Hourly Schedule and Location - Full-time hours (40hrs) per week during summer 
break and part-time hours (20hrs) per week during school year. Office located in 
Windsor Heights, IA. Ofc hours are Mon - Fri 8-4:30pm. No Travel. 
 
Salary Range - $7.25 - $19.58 per hour 
 
Post Close Date - March 19, 2015 
 
Minimum Qualifications - Applicants for this class must be currently enrolled students 
in a degree program at an accredited educational institution, as determined by the Iowa 
Department of Administrative Services - Human Resources Enterprise. 
 
To Apply - Please submit a coverletter and resume to Angela Chen at Angela.Chen@iowa.gov
by the post close date. 
 
 AA/EEO Employer
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