
 
 

 
 
 
 

The Washington Pavilion is proud to offer unique opportunities through a variety of internships. 
Although all of our internships are unpaid, they provide invaluable experience in the non-profit work 
environment and valuable partnerships for future endeavors.  

 
Internships are offered during fall and spring semesters, in addition to summer. The Washington 
Pavilion’s need for interns varies throughout the year depending on the special projects and ongoing 

activities of specific departments. Interns are assigned to the museum departments that best suit their 
educational backgrounds, experience, and interests and participate in the ongoing work of the 
department to which they are assigned. Specific responsibilities are determined by the educational 

background and work experience of the intern, as well as the needs of the department. We welcome you 
to submit an application. 

 

Programming and Education 
Programming and education internships are designed to expose students to the multi-faceting and 
exciting field of museum and performing arts informal education while providing students with 

opportunities to apply classroom skills in a real-world environment. Three internships are available for 
Summer 2018: 
               

1. Education Summer Camps Internship: The Education Summer Camps Intern will help 
organize supplies and materials, interact with campers through games and activities and assist 

camp instructors with art/science/theatre projects and lessons. Education majors or students 
interested in working directly with children are encouraged to apply. 
 

2. Museum Programming Internship: The Museum Programming Intern will offer assistance 
with patron programming, planning, customer service, special events and community outreach 

(i.e. festivals and events) for the Washington Pavilion. This intern will help us prepare programs 
to go along with science and art exhibits in the Kirby Science Discovery Center and Visual Arts 

Center and help implement these programs, interacting with patrons of all ages who visit. 
 

3. DAPA at the Pavilion Summer Camps Internship: The DAPA at the Pavilion Summer Camps 

Intern will assist with programming for DAPA’s summer youth theatre camps. Projects may 
include organizing costumes/props/set pieces, working directly with theatre camps, various 

office projects and marketing upcoming DAPA music and theatre events. 
  

Responsibilities Include:   

 Positively interacting with campers, parents and museum visitors 

 Helping prepare and execute science, art and theatre programming and activities in the 
classrooms, museums or theater 

 Assist with a variety of tasks as assigned and jump in wherever needed 
 

Qualities of Interns: 

 Naturally outgoing and friendly 

 Strong oral and written communication skills 

 Responds well to guidance and supervision, coupled with the ability to work independently as needed 
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Marketing Internship  
The Washington Pavilion Marketing Department is seeking a summer Marketing Intern to assist with a wide 
variety of projects. The qualified intern should be prepared to work in a fast-paced team environment, and 

will finish the internship having gained broad exposure and experience in various aspects of marketing. 
Hours are approximately 10 hours/week depending on department needs and activities. 
 

Primary Responsibilities 

 Represent the Marketing Department and Washington Pavilion at a handful of local community 
events. Help prepare appropriate collateral, booth materials, displays, etc, and participate as a 
representative with other Washington Pavilion staff. Events will include evening and weekend hours.  

 Assist with advertising, publicity and promotional activities including social media, mail, e-mail, 
web, collateral and print advertising. 
 

Additional Responsibilities: 

 Support digital marketing efforts including submitting Washington Pavilion events, programs, 
performances, exhibits, etc. to online calendars/event listings 

 Review and organize electronic and paper copies of marketing assets such as collateral, 
photography, video, etc.  

 Help with brand management and proofing support of our various communication materials 
and channels  

 Special research and analysis projects 

 Assist in the distribution or delivery of marketing materials 

 Maintain marketing tracking reports and activities 

 Basic office support such as copying, scanning, sorting and filing  

 Possible occasional errands to post office, office supply store  

 Other duties as assigned  
 
Qualifications and Skills Required: 

 Junior or senior year college student majoring in Marketing, Mass Communication, Advertising, 
Graphic Design, Business or related field required. 

 Detail oriented, accurate  

 Effective and efficient at coordinating projects and staying on track  

 Experience with online content management systems is helpful but not required 

 Previous experience with Google Analytics and AdWords is a bonus, but not required 

 Creative, graphic design experience helpful but not required  

 Proficient in Microsoft Office applications such as Word, Excel, PowerPoint 

 Excellent written and verbal communication skills 
 
 

Events Internship 
Events Internships offer an experience which entails a variety of responsibilities. These responsibilities 

include supporting all facets of planning events such as parties, ceremonies, weddings, business 
meetings or conventions for outside clients and the Washington Pavilion’s Performing Arts, Visual Arts, 
Science, Development, Marketing, and Education departments. The experience that you’ll gain from 

an Event Planning Internship can be as varied as the events themselves. 
 

Interns in this area will need to be flexible, energetic, and resourceful with an ability to multi-task. Their 
primary responsibilities will be to assist the events staff with client communication and management, 
database management, research possibilities, special project coordination, event planning, and 

hands-on assistance with the set-up and implementation of events. 
 
Candidates should demonstrate interest in event management, be confident in a public leadership 

role, detail-oriented, organized, effective time managers, and self-motivated. Excellent interpersonal 
and customer service skills are a must. They must be able to tackle projects both independently and 
collaboratively, and lift up to 50 pounds. Experience in retail customer service and accounting is 



preferred. Excellent computer skills in Word, Excel, and Internet research are required. Candidates 
must be able to work flexible hours, including evenings and weekends. 

 
 

Visual Arts Center 
Curatorial Internship 
An intern in the Visual Arts Center will learn firsthand the ins and outs of an accredited art museum with 

a focus on gallery prep, art handling, exhibition installation, writing exhibition content, as well as 
assistance with the VAC Collections and other related details. Candidates must be willing to serve in a 

hands-on capacity, be available at least 10 hours a week and have a strong desire to work in a 
museum setting. Existing knowledge about art handling and familiarity with PastPerfect museum 
software a plus. The Visual Arts Center is accredited by the American Alliance of Museums and 

features seven galleries as well as a Permanent Collection of nearly 2000 objects. 
 
 

Apply 
To apply for an internship with the Washington Pavilion, please complete and submit the Intern 
Application Form.  

 
For more information about internships at the Washington Pavilion, please contact the Internship 
Coordinator at intern@washingtonpavilion.org or 605-367-7397 x 2348. 
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