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SUPERVISOR CONTACT INFORMATION: 

Name of Organization: Arts & Cultural Council for Greater Rochester 

Name & Position of Supervisor responsible for Intern: Michael Futter, Director, Development & Grant Programs 

Address – Street: 277 North Goodman  City: Rochester  State:  NY     Zip: 14607 

Phone Number: 585-473-4000 ext 202 E-mail address: mfutter@artsrochester.org 

 

POSITION INFORMATION:  ( If more room is needed, continue answer on a separate page. ) 

 

1.  Position Title:  Grants Intern   

2.  Internship Description (Department & Duties):                                                                                                                                                                                                     

Working under the direction of the Director of Development and Grant Programs and the Grants 

Manager, the Grants Intern will participate in the administration of the Arts & Cultural Councilõs Grant 

Programs: Education Through the Arts, Community Arts Grants, and Strategic Opportunity Stipends for 

Artists.  

Specific tasks include: 

 Active participation in public relations efforts related to grants  

 Marketing and distribution of grant materials  

 Community outreach  

 Research  

 Program planning  

 Application processing  

 Contract processing  

 Note taking at panel meetings  
 
 

3.  What will the Intern(s) learn while performing these duties?                                                                                                                                       

Benefits 

Å Training provided to be able to do all assigned tasks 

Å Experience with Microsoft Office 

Å Flexible hours, attractive office environment, free parking 
 
 

4.  Skills and/ or experience that would be necessary or helpful for intern to have:  (include software, project mgt., etc.) 

Strong organizational, language, and communication skills needed.  Prefer some experience with 

Microsoft Office including MS Word, MS Access, and MS Excel. 

 

Transportation will be necessary for intern to get to Goodman Street address, but car not required for 

completion of internship duties. 
 

 

5.  The average number of hours you wish the intern to work per week will be (maximum 10 hrs):  10 

6.  Is a car required?    Yes          No   Mileage paid?       Yes  Amount:                No   
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