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Intern Job Description

CATHERINE FILENE SHOUSE ARTS LEADERSHIP PROGRAM Local

SUPERVISOR CONTACT INFORMATION:

Name of Organization: ~ Eastman School of Music Office of Alumni Relations

Name & Position of Supervisor responsible for Intern: Russell Scarbrough, Assistant Director

Address —Street: 25 Gibbs Street, IML Suite City: Rochester State: NY  Zip: 14604

Phone Number: x1048 E-mail address: rscarbrough@esm.rochester.edu

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

1. Position Tite: ~ |Alumni_Relations Intern
2. Internship Description (Department & Duties):

Under general direction from the Assistant Director of Alumni Relations, the Alumni Relations Intern
will help Eastman build and maintain lifelong relationships with its alumni through special communications,
events, programs, and services. The Intern will primarily focus on issues related to connecting with
students and young alumni (i.e. building class unity, marketing benefits and services, etc.). Specific
responsibilities will include assistance with Eastman Weekend planning/events, communications updates
and development (including website, e-mail, print), survey development and implementation, and research
projects.

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

The Alumni Relations Intern will gain an understanding of the many elements that contribute to a
successful Alumni Relations program. Through working with various departments and offices, the intern
will also gain a better understanding of how Eastman operates and will learn the important role Alumni
Relations plays within an institution such as Eastman. Event planning, project management,
communications, and customer service skills will also be developed and/or enhanced.

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

The ideal candidate would have strong interpersonal skills, excellent verbal and written communication
skills, effective time management skills, the ability to work independently and manage projects with
attention to detail, and a familiarity with Microsoft Office applications and data management.
Experience with web page design a plus. The candidate should also exhibit pride in the Eastman School
of Music and be somewhat aware of the various programs and offices unique to the School.

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 |z No Mileage paid? |:| Yes Amount: |X| No

Form Completed by: Russell Scarbrough Date: 2/13/2008
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