
					Braeburn,	LLC	Accounting/Finance		
Internship	Agreement	

Term:	February,	2017	-	ongoing	
	
Braeburn,	LLC	is	a	nonprofit	organization	that	is	transforming	lives	by	providing	scholarships,	
educational	opportunities	and	leadership	skills	to	underserved	Indonesian	youth.		
www.braeburnllc.org	
	
INTERN	POSITION	INFORMATION	

• Number	of	openings:	1	
• Days	required:	Flexible	
• Hours	per	month:	about	5	hours	but	depends	on	skill	level;	the	deliverables	are	monthly	

financial	statements	and	assistance	with	other	projects	requested	
• Compensation:		negotiable	
• Time	period:	Position	is	available	immediately		

	
BRAEBURN	PROGRAMS	
Braeburn’s	first	program	is	providing	educational	opportunities	and	scholarships	to	Indonesian	
children	and	young	adults.			Scholarship	recipients	include	students	attending	Interstudi	
University	in	Jakarta,	Indonesia,	Fort	Lewis	College	in	Durango,	CO,	private	elementary	school	in	
Jakarta	and	others.	
	
Braeburn	Leadership	Academy	designed	Braeburn’s	second	program,	the	International	Peer	to	
Peer	Program	(IP2P).		The	purpose	of	the	IP2P	program	is	to	raise	awareness,	build	cross-
cultural	relationships	and	increase	intercultural	sensitivity.		The	program	was	launched	4th	
quarter,	2015	and	10	US	students	from	CU-Boulder,	ASU,	Grand	Canyon	University,	Durango	
High	School	and	Animas	High	School	partnered	with	10	Indonesian	students	from	Pakuan	
University,	Sahid	Institute	of	Tourism	and	Interstudi	in	West	Java,	Indonesia.		The	program	is	
planned	to	run	again	in	2017.	
	
BRAEBURN	TEAM	
The	Braeburn	team	consists	of	the	executive	director	(located	in	Durango),	student	club	leaders	
at	CU-Boulder	and	ASU,	programing	and	project	management,	fundraising,	marketing,	and	an	
Indonesian	point	of	contact	for	funds	transfer	(located	in	Jakarta).	
	
The	accounting	/	finance	intern	will	work	with	the	Executive	Director	to	fulfill	the	
responsibilities	below.	
	
POSITION	RESPONSIBILITIES	

• Set	up	accounting	in	Quick	Books	(or	similar);	transition	current	accounting	(in	Excel)	to	
Quick	Books	(primarily	income	and	expense)		

• Close	books	and	prepare	financial	statements	monthly	
• Develop	reporting	and	analysis	tools	for	programs	(Scholarship	program	and	IP2P	

program)	
• Apply	for	501c(3)	status	
• Other	duties	as	needed	

	
	
	



					Braeburn,	LLC	Accounting/Finance		
Internship	Agreement	

Term:	February,	2017	-	ongoing	
	
	
	
POSITION	QUALIFICATIONS	

• This	position	is	open	to	accounting	and	finance	students	and/or	professionals	with	
experience	setting	up	new	systems,	preparing	financial	statements	and	performing	basic	
financial	reporting	and	analysis.	

• Applicants	should	have	an	interest	in	nonprofit	organizations,	social	entrepreneurship,	
international	affairs,	international	relations,	global	leadership	or	other	related	subjects.			

• This	role	provides	the	opportunity	for	flexible	work	hours	and	most	work	can	be	done	
virtually.		The	ideal	candidate	will	be	mature,	conscientious,	reliable,	self-directed	and	
accountable	to	deliver	on	commitments	with	little	supervision.		

• Achievement	orientation,	initiative,	self-motivation	and	trustworthiness	are	key	
emotional	intelligence	competencies	in	this	role.	

	
Required	skills:	
	
• Experience	using	Quick	Books	(or	similar)	including	initial	set	up	of	system	and	

downloading	data	for	reporting	
• Experience	using	Excel	to	create	financial	analysis	reports	and	tools	
• Ability	to	use	video	chat	software	such	as	Skype	

	
	
I	have	read	and	hereby	accept	this	internship	and	agree	to	the	terms	and	conditions	of	working	
at	Braeburn,	LLC.	
	
______________________________________________	 	 ______________________________________________________	
Intern	 	 	 	 Date	 	 	 Braeburn,	LLC	 	 	 Date		


