
 
 

 
Student Internship Job Title:  Digital Composition Intern Specialist 

 
Under the supervision of a Supervising Property Appraiser, and with guidance from property appraisers 
in the Assessment Services Unit, the intern composes and converts property tax forms used by the State 
Board of Equalization and the 58 California county assessors’ offices, primarily for publication on the 
Internet. 
 
95%  Convert existing property tax forms from various software formats, e.g., PageMaker, InDesign, 
etc., to create forms that are accessible to visually impaired individuals who are accessing the forms via 
the Internet.  The process includes the creation of a form in Adobe InDesign; exporting to a PDF format; 
creation of form fields using Adobe Acrobat Professional software; remediation with CommonLook 
software; and testing with the screen reader program JAWS. ● Use basic programming to create 
interactive electronic forms for Internet use; develop macros and/or databases fields for “user friendly” 
or “intelligent” interactive forms. ● Convert complex electronic files across multiple platforms and 
software, re-purposing files and graphics as needed to ensure compatibility with the new platform and/or 
output devices. 
 
5%  As necessary, performs other job-related duties to cover the workload. 
 
Knowledge of: 

• Proficiency in using a personal computer, including various software packages such as Adobe 
Acrobat Professional, InDesign, PageMaker, and Microsoft Office Word, Excel Access. 

• Basic Computer network technology. 
• Basic Internet (World Wide Web) usage. 

 
Ability to: 

• Apply the above listed knowledge effectively. 
• Convert forms from various formats to a format that is accessible for the visually impaired (ADA 

compliant). 
• Troubleshoot software problems; calibrate equipment as needed. 
• Typeset and proofread accurately and exercise correct punctuation, spelling, and grammatical 

usage. 
• Maintain confidentiality of sensitive information. 
• Communicate effectively, both orally and in writing. 
• Meet deadlines and be flexible and willing to adjust to changing assignments and priorities. 
• Create and maintain cooperative working relationships. 
• Work in a high-rise building. 

 
Internship position is located in Sacramento.  Incumbent must be able to perform the essential functions 
with or without reasonable accommodations. 

 
Please email your resume to lou.bender@boe.ca.gov 
Or US Mail to:  Lou Bender * Board of Equalization * 450 N Street, MIC 15 * Sacramento, CA 95814 

http://www.boe.ca.gov/index.htm�
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