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SUPERVISOR CONTACT INFORMATION: 

Name of Organization: Women in Music Festival 

Name & Position of Supervisor responsible for Intern: Sylvie Beaudette, Director 

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

Phone Number: 274-1415 E-mail address: sbeaudette@esm.rochester.edu 

 

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

 

1.  Position Title:  Assistant to the Director   

2.  Internship Description (Department & Duties):                                                                                                                                                                                                     

ADMINISTRATIVE DUTIES: 

-serve as liaison between director and the Communication Office regarding all matters of publicity, 

including assisting w/ the upkeep of festival's website 

-help writing press release and any written material related to the festival, including posters, booklets, 

report for Eastman "Notes," thank you notes, etc. 

-serve as liaison between director and sorority members for the coordination of usher duties, publicity 

posting, and mailings 

-serve as liaison between director and festival's performers 

-assist director in the handling of recorded and printed material sent by composers (Eastman students 

and alumni) 

-assist director for radio and newspapers interviews 

-assist director in designing course of action for grant writing 

-assist director in recruiting community support, financial and volunteer 

 

GRAPHIC DESIGN: 

-serve as liaison between director and graphic designer 

-help design festival logo, posters, booklets, postcards, thank-you notes, T-shirts, website, etc. 

 

RESEARCH: 

-composers' biographies 

-other research when applicable (ex.  Music in the Time of Susan B. Anthony) 
 
 

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

-how to organize a festival from beginning to the end 

-how to translate a vision into concrete reality 

-how to multitask 

-the art of diplomacy! 
 
 

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

-high organizational skills (creating & following the festival's timeline) 

-communication skills (PR, liaison duties, etc.) 

-creative skills 
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-proaction & resourcefulness 

 

 

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

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

 

 

 Form Completed by: Sylvie Beaudette   Date: 02/28/2006 
 

 (ALP Office Use)  Date of receipt:   


