Internship Notice

	


Contact Person:
Julie Filapek








Organization Name:

Fox Valley Symphony





Street Address:
111 W. College Ave., Suite 550





City, State, Zip:
Appleton, WI  54911





Web:
www.foxvalleysymphony.com
     E-mail: jfilapek@foxvalleysymphony.com

1. Purpose of organization/agency/corporation:

The mission of the Fox Valley Symphony is to enrich and nurture the human spirit through symphonic music and educational opportunities that enhance the cultural development of our community.  
2. General description of intern’s project, area of responsibility or role:

The Fox Valley Symphony (FVS) seeks a development intern. The FVS development intern will have a unique opportunity to gain firsthand experience working for a small non-profit arts organization and engage in meaningful projects to help the FVS fulfill its mission.

3. Specific activities that the intern will perform:

· Assist with organization of the Association of Wisconsin Symphony Orchestras One Day Workshop, hosted by the Fox Valley Symphony at Lawrence University’s Warch Campus Center in Appleton on May 6, 2011.  Participate in discussions regarding workshop content and structure.  Assist and lead logistics for the workshop related to publicity, registration process, speakers, exhibition space, sponsorships, technology, etc.
· Research and compile data related to development and marketing functions (e.g., researching possible funding sources, media sources and compiling information from other non-profit organizations) 

· Assist the director of development in event planning including pre- and post- concert events, young professional events, donor relations events and a large fund raising event to be held in April 

· Assist in creating and distributing press releases to local media outlets 

· Assist in the coordination of monthly board and committee meetings 

· Assist in the maintenance of the donor database, Sage
· Assist with other administrative duties as assigned 

4. Professions to which the intern will be exposed:

Arts administration, with a particular focus on development, marketing and event planning
5. Number of hours required per week (Interns work 10-15 hours when school is in session, 40 hours per week during the summer.):

At least 10, flexible
6. Dates internship will be available:


( First Term
( Second Term
     ( Third Term

( Summer

( Ongoing

We seek a student who can be with us through the May 6 AWSO workshop.  Starting and ending dates flexible.

7. Desired Major(s) (List of areas of study on the bottom of this sheet.):

Music, English, Theatre, Arts, but open to students from other disciplies with an interest in arts administration
8. Necessary skills of the candidate (minimal and desired):

· Strong oral and written communications 

· Knowledge of PC software programs including Microsoft Office 

· Interest in making a difference at a small non-profit organization 
· Interest/experience with events management
9. Compensation:


( Hourly/wage (rate:

)
( Stipend (amount:


)


( Unpaid (complimentary concert tickets)
( Transportation reimbursement

10. Supervision (Supervisor’s name and qualifications.  How often will the supervisor 

     meet with the intern?):

Julie Filapek, FVS Development Director will supervise the intern.  Julie has worked in fundraising and nonprofit management for many years, and has supervised multiple interns during this time.  The intern will additionally work with Jamie LaFreniere, Operations and Marketing Manager, and Marta Weldon, Executive Director.  The intern will have daily contact with Julie, and often with Jamie and/or Marta.

11. Application procedures (materials, deadline):

To apply, please send your resume and letter that describes your interest in the position and your qualifications to Julie Filapek, Director of Development, at 111 W. College Ave., Ste. 550, Appleton, WI 54911, jfilapek@foxvalleysymphony.com or fax it to (920) 968-0303.
Areas of study at Lawrence University

	


	1.
	Anthropology
	2.
	Art

	3.
	Biology
	4.
	Biomedical Ethics

	5.
	Chemistry
	6.
	Classics

	7.
	Cognitive Science
	8.
	Computer Science

	9.
	East Asian Languages & Cultures
	10.
	Economics

	11.
	Education
	12.
	English

	13.
	Environmental Studies
	14.
	Ethnic Studies

	15.
	French
	16.
	Gender Studies

	17.
	Geology
	18.
	German

	19.
	Government
	20.
	History

	21.
	International Studies
	22.
	Linguistics

	23.
	Mathematics
	24.
	Music

	25.
	Neurosciences
	26.
	Philosophy

	27.
	Physics
	28.
	Political Science

	29.
	Psychology
	30.
	Religious Studies

	31.
	Russian
	32.
	Spanish

	33.
	Theatre and Drama
	
	


Completed forms can be sent to the Lawrence University Career Center by email at patricia.f.plutz@lawrence.edu or by fax at (920)832-7368.
Updated 8/25/2010

