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_________________________________________________________________________________________________________________________ 

 
SUPERVISOR CONTACT INFORMATION: 

Name of Organization: Synkros, Inc 

Name & Position of Supervisor responsible for Intern: Beth Bultman, Composer & Product Development Specialist 

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:  Sheet Music Specialist   

2.  Internship Description (Department & Duties):                                                                                                                                                                                                     

The Sheet Music Specialist would be intregally involved in several aspects of the sheet music business, 

including editing, publishing, printing, and promotion.  Below are some examples of Intern duties: 

 

-music editing in Sibelius 5 notation program 

-engraving editing for sheet music 

-assist with customer communication, inlcuding phone calls and emails 

-assist in order fulfillment of sheet music 

-assist in marketing and promotion of products (sheet music & art prints/posters) 

-assist with preparations involving sheet music for trade show booth 
 
 

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

The Intern would learn a variety of skills involving the administration of a small music-related business.  

The Intern would be introduced to order fulfillment procedures, details of publishing and printing sheet 

music, and many other general skills involved in running a business.  The Intern would also be encouraged 

to further develop helpful character qualities like timeliness, organizational skills, and responsibility. 
 
 

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

-basic communication skills, in person for on-site training, and also by phone and email 

-basic comfort level with computer skills, including Word & Excel (having experience with Sibelius 

and/or with specifically string music would be a big plus, but not a necessity) 

-ability to try new things, contribute ideas, and take responsibility for a project  
 

 

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

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