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_________________________________________________________________________________________________________________________ 

 
SUPERVISOR CONTACT INFORMATION: 

Name of Organization: Eastman School of Music, Summer Session Office 

Name & Position of Supervisor responsible for Intern: Ruth Cahn, Summer Session Director 

Address – Street: 26 Gibbs  City: Rochester  State:  NY     Zip: 14604 

Phone Number: (585)274-1419 E-mail address: rcahn@esm.rochester.edu 

 

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

 

1.  Position Title:  Summer Session Intern   

2.  Internship Description (Department & Duties):                                                                                                                                                                                                     

Summer Session offers an array of pre-collegiate courses, collegiate institute with unique individual 

focuses and collegiate courses.  We will taylor an intern's involvement to suit their particular interests, 

when possible.  The dates of Summer Session 2008 are June 30-August 8, although we would need the 

successful candidate to be available for preparation work by June 25 and they would participate in some 

of the elements of RA training. Duties can include: meeting and greeting students and assisting with 

their questions and problems, assisting the SS staff with "office work"-filing, alphabetizing forms etc.  

Interns may also be ased to serve as class greeters, "gofer" for a particular Institute and work closely 

with the techer.  Wehave also had interns serve as chamber music ocahes, concert program organizers, 

career class seminar presenter, repertory class coaches etc.  The tasks are very flexible and would 

include support work for all categories of summer offerings including compiling final course 

assessments. The more you know about "how things work" at Eastman, the more you will feel at home 

with us. 
 
 

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

Customer service and problem solving, high level organizational skills and making programs turn into 

action.  Strategic planning for collegiate and pre-collegiate programs. Program assessment and 

marketing issues.  Planning, implementation and assessment. 
 
 

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

Great people skills and flexible personality.  IOnterest in the organization and planning side of higher 

education/pre-collegiate.  Ability to work independently and with individual staff members.  Familiartiy 

with Word and Excel. 
 

 

5.  The average number of hours you wish the intern to work per week will be (minimum 10 hrs):  20 

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

 

 

 Form Completed by: Ruth Cahn (LS)   Date: 02.11.08 
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