
For more information about this position, possible credit/compensation that is available and 

to apply, please contact Sherry Keller at SKeller@HolbrookManter.com  

 

 
HOLBROOK & MANTER 

 

 

TITLE:  Accounting Intern 

CLASSIFICATION: Full-time, seasonal and temporary 

REPORTS TO: Engagement Seniors, Managers or Partners 

 

 

Holbrook & Manter, CPAs has a 95 year record of excellence. With offices in Columbus, Dublin, 

Marysville and Marion, our growing professional services firm accommodates a diversified client 

base that provides a wide range of services.  

 

SUMMARY OF RESPONSIBILITIES 

Interns assist the professional teams by providing bookkeeping and basic tax return preparation 

services for clients.  Interns may also be asked to prepare workpapers and schedules for audit and 

review compilations as well as tax engagements. 

 

ESSENTIAL FUNCTIONS 

 Become familiar with the firm’s policies and procedures 

 Prepare audit and tax work papers, including trial balances. 

 Prepare basic tax returns, and on more complex tax engagements, accumulate 

data for tax return preparation 

 Prepare engagement correspondence 

 Enter data for computer applications 

 

OTHER FUNCTIONS/WORKING CONDITIONS 

 Perform other duties as assigned from time to time by the firm’s partners or 

professional staff  

 Involves in and out of office work, performing various tasks concurrently 

 

REQUIRED EXPERIENCE 

 

Individuals at this level normally have a basic understanding of accounting, bookkeeping 

or tax preparation, but may not have obtained a college degree that includes significant 

concentration of accounting or tax courses. 

 

This job description does not list all the duties of the job.  You may be asked to perform other 

instructions and duties.  You will be evaluated in part based on performance of the tasks listed in 

this job description. 

 

The firm’s management has the right to revise this job description at any time.  The job 

description is not a contract for employment, and either you or the firm may terminate 

employment at any time, for any reason. 

 

 


