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Internship Program

The Virginia Performing Arts Foundation is looking for student interns currently enrolled in, or recent graduates of, regional colleges and universities.  The Foundation is the development (fundraising), marketing and administrative non-profit organization that services Richmond’s CenterStage project, currently under construction and scheduled to open in Fall 2009.  
Duties include:

· Administrative assistance – answering phones, filing, copying, etc.

· Aiding development staff in entering and tracking donor information, planning fundraising events and coordinating mailings.  

· Functioning as staff support for Foundation Board and Committee meetings (this requires occasional 7:30am availability)

· Represent CenterStage at local festivals and events (distributing and gathering information).

· Support marketing staff in newsletter and website writing and publication.

· Serving as research assistance for staff as required (development and marketing).

· General office assistance for all departments as needed.

Requirements:
· Enrollment in regional college or university. 

· Occasional evening and weekend availability for special events coverage.

· Strong knowledge of Microsoft Office and general computer proficiency.

· A confidentiality agreement will be signed upon commencement of internship.

Hours:
· Minimum of 15 hours a week, though 20 is preferred, depending on schedule and quantity of interns/staff.  

· We are somewhat flexible and can work with specific academic/class requirements and schedules. 

Pay:
· None.  Internships are ideally for academic credit, though that is not a requirement.
� EMBED AcroExch.Document.7  ���





�          


Virginia Performing Arts Foundation








Erin Rodman

10/25/07


