INSTITUTE FOR Arts Leadership Program (ALP)

MUSIC LEADERSHIP e
Intern Job Description
CATHERINE FILENE SHOUSE ARTS LEADERSHIP PROGRAM Local

SUPERVISOR CONTACT INFORMATION:

Name of Organization: ~ Eastman School of Music - Communications Office

Name & Position of Supervisor responsible for Intern: David Raymond - Editorial Director
Address —Street: 26 Gibbs Street City: Rochester State: NY  Zip: 14604
Phone Number; 585-274-1053 E-mail address: draymond@esm.rochester.edu

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

1. Position Tite: ~ |ALP_Intern - Master Calendar
2. Internship Description (Department & Duties):

Assists me and Concert office in entering and maintaining information on the School's web events

calendar. Interns can also learn more about other aspects of the Communications Office as well - other

web work, design, public relations, etc.

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

How to access and enter additional information for individual concert and event pages on the Master
Calendar.

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

Some basic computer skills and a good working knowledge of ESM

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

Form Completed by: David Raymond Date: February 13, 2008

(ALP Office Use) Date of receipt:
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