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: ~ Rochester Philharmonic Orchestra

Name & Position of Supervisor responsible for Intern: Krishna Thiagarajan, Director of Education & Community
Programs

Address —Street: 108 East Avenue City: Rochester State: NY  Zip: 14604

Phone Number: 454-7311, ext. 235 E-mail address: krishnat@rpo.org

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

1. Positon Tite:  |Education Intern)
2. Internship Description (Department & Duties):

Intern will be asked to assist with mailings; write letters to music or classroom teachers:; call people on
the phone to schedule events; develop and write curriculum and program materials for our Ensembles,
Primary Concerts, or Tiny fots programs; attend Education Council meetings, school site programs, and
education concerts in the Eastman Theatre, Hochstein Music School or community venues when possible.

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

When the intern is done with the internship, they will have a sense of how the education department
functions within the entire organization, they'll know how to reach various age groups with appropriate
materials, and will be familiar with the knowledge and organizational skills required to make symphony
education programs run smoothly and successfully. They will also have experience working with many
different types of people and will learn some new computer skills on various softwear programs.

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

Good phone manners, clear written and verbal communication, some computer knowledge (word
processing program especially, Publisher and Excel helpful). A person who is successful in this
internship is one who is reliable, on time o every event, flexible and able to keep track of many
different details at once.

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: |:| No
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