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SUPERVISOR CONTACT INFORMATION: 

Name of Organization: Symerge, Inc 

Name & Position of Supervisor responsible for Intern: Beth Bultman, Camp Administrator 

Address – Street: 67 Pembroke St.  City: Rochester  State:  NY     Zip: 14620 

Phone Number: 585-244-4962 E-mail address: music@ontarioensemble.com 

 

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

 

1.  Position Title:  Operations Coordinator   

2.  Internship Description (Department & Duties):                                                                                                                                                                                                     

The Operations Coordinator would be given responsibility and ownership of a number of projects, and 

should be willing to have a high degree of involvement in the organization and take initiative and to see 

projects to completion.  The Intern would assist in the planning, preparation, and operation of the two 

existing program areas of Symerge: SCOR!  (The String Camp for Adults) and Express!  (Creativity 

Workshops for Kids).  Duties would include: 

-participate in planning stages of SCOR! (The String Camp for Adults) 

-assist in marketing decisions 

-assist in systems development 

-communication with campers - registration confirmations and question answering 

-data entry of camper information 

-assist with promotional mailings and developing mailing lists 

-research connections and possible sites for workshops 

-edit promotional materials 

 

On site work at camp (summer) would involve: 

-supervising the registration table and camp volunteers 

-answering camper questions and assisting with various camper needs 

-running the camp store at specified hours 

-various office work including photocopying and music assignments 

-set-up and tear-down 

-paperwork having to do with camp organizational issues 
 
 

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

The Intern will learn to take initiative and function in a small business, remaining flexible to the day's 

demands.  There will be an opportunity to see first hand and participate in the inner workings of a music 

camp.  The Intern will learn about sales, service, marketing, and promotion as they relate to musical 

camps and workshops.  The Intern will be encouraged to think creatively in search of solutions to 

everyday problems, and to view obstacles as opportunities to find solutions. 
 
 

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

-communication skills in person, as well as phone and email  

-a friendly disposition 
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-comfort with computer programs including Word & Excel 

-willingness to share ideas, ask questions, and be a bit adventurous 
 

 

5.  The average number of hours you wish the intern to work per week will be (maximum 10 hrs):  10 for summer 08, 6 for fall 08 & 

spring 09 

6.  Is a car required?    Yes          No   Mileage paid?       Yes  Amount:  50 cents/mile         No   

 

 

 Form Completed by: Beth Bultman   Date: 2/1/08 
 

 (ALP Office Use)  Date of receipt:   


