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Teacher Resource 14.1
Guide: Qualifications and Skills
Use this information to guide the discussion on qualifications and skills that would be important to possess in the field of finance.
Skills
Ability to read, write, and speak well
Facility with numbers
Excellent analytical skills
Ability to plan short- and long-term goals
Ability to take other people’s ideas and turn them into actionable steps
Ability to work with people whose cultural backgrounds are different from your own
Ability to allocate responsibilities to the right people
Ability to lead teams
Ability to communicate well
Ability to manage systems, projects, organizations, and people
Punctuality and the ability to stick to a schedule
Basic computer skills
Ability to use spreadsheet and word processing software (also possibly database or desktop publishing software)
Knowledge
Finance concepts and terminology
Basic economic concepts
Basic accounting concepts
Statistics relevant to finance
Marketing concepts
Marketing channels
Personal Characteristics 
Hardworking
Detail oriented
Punctual
Creative
Polite
Good at solving problems
Good at resolving conflict between people
Good at self-promotion
Good at inspiring confidence 
Flexible
Friendly
Good with people
Strong work ethic
Experience
Many companies value hands-on experience very highly in this field—including a summer job or an internship.
Teacher Resource 14.2
Assessment Criteria: Job Interview Answers
Student Name:_____________________________________________ Date:_____________
Using the following criteria, assess whether the student met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The responses show an understanding of the main qualities the job requires for a candidate to be successful. 
	
	□
	□
	□

	The responses clearly correlate personal skills/strengths with the main qualifications of the job.
	
	□
	□
	□

	The responses include concrete examples of relevant experience.
	
	□
	□
	□

	The responses convey a sense of eagerness to work hard, be flexible, and learn fast.
	
	□
	□
	□

	The final draft is neat and legible, and uses proper spelling and grammar.
	
	□
	□
	□



Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Teacher Resource 14.3
Key Vocabulary: Working in Finance
	Term
	Definition

	accounting clerk
	A person who processes financial transactions for an organization. An accounting clerk may be responsible for posting payments to outstanding accounts, balancing and verifying correct payment applications, researching and resolving unidentified payments, researching and applying incoming wire transfers to correct accounts, and maintaining various spreadsheets supporting cash entries.

	bank teller
	An employee of a bank who deals directly with customers. Bank tellers are responsible for basic depository and lending transactions. A bank teller’s duties also include, but are not limited to, balancing cash drawers and ATMs; issuing cashier’s checks, traveler’s checks, and money orders; promoting the financial institution’s products; and resolving customer issues. 

	bookkeeper
	A person responsible for keeping track of financial records or documents.

	chief financial officer (CFO)
	The corporate officer who is responsible for overseeing and managing the financial activities and policies of an entire company.

	controller
	A person who maintains and supervises accounting and financial reporting. The controller (or comptroller) maintains and audits business accounts.

	credit counselor
	A person who offers advice to consumers on repaying or eliminating debt. Credit counseling also may involve working with financial institutions to establish debt-management plans. Also known as a debt counselor.

	entry level
	Designation for a starting-level position at a business that requires a minimum amount of experience.

	estate planner
	A person who works with an estate owner to create a plan that meets the owner’s goals after death. Estate planning includes tax planning, drafting a will, and setting up trust funds. Estate plans help individuals and families reduce future federal and state estate tax liabilities.

	finance manager
	An individual who manages money and assets, either for an individual or for an organization. A finance manager is responsible for budgeting, forecasting, pricing analysis, product-line analysis, and decision support for the organization.

	financial analyst
	An employee of a bank, a brokerage, a financial advisor, or a mutual fund company who studies companies and makes buy and sell recommendations. The analyst often specializes in a single sector or industry. 

	financial planner
	An investment professional who helps individuals set and achieve their long-term financial goals through investments, tax planning, asset allocation, risk management, retirement planning, and estate planning. The role of a financial planner is to find ways to increase the client’s net worth and help the client accomplish all of his or her financial objectives.

	financial software designer
	A person who designs, develops, tests, and/or evaluates software relating to the finance industry. 

	insurance agent
	A person who helps individuals, families, and businesses choose from a wide range of insurance policies that can best meet their needs. There are independent insurance agents that may represent several companies or “captive” insurance agents who work for one particular insurance company. Some insurance agents sell securities such as mutual funds and/or variable annuities. 

	insurance claims representative
	A person who investigates, evaluates, coordinates, and settles property and bodily injury claims presented by policyholders and third parties accurately, efficiently, and in a timely fashion in accordance with established departmental policies, practices, and procedures while complying with all regulatory and internal compliance standards.

	investment banker
	Someone who acts as an underwriter for corporations issuing securities. Investment bankers offer advisory services and corporate restructuring, and they also facilitate mergers and acquisitions. 

	loan officer
	The person who serves as the intermediary between borrowers and lending institutions. Loan officers typically work for financial institutions and generally specialize in one area of lending such as commercial, consumer, or mortgage loans. 

	mortgage loan processor
	A person who prepares mortgage loan files by reviewing loan applications, clarifying or obtaining additional information, confirming mortgage loan application information by mailing verification forms and contacting verification sources, and obtaining mortgage loan documentation by ordering credit reports, appraisals, titles, and related information.

	securities broker
	A person who buys and sells securities on behalf of others. A securities broker generates his or her own clientele, usually by cold calling and networking. 

	tax preparer
	A person who prepares tax returns for individuals, families, and businesses. 
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