Intern Position Description for Marketing Department

Kansas Cosmosphere & Space Center

Employer: Kansas Cosmosphere & Space Center 
Address: 1100 N Plum
 City, State, Zip: Hutchinson, KS 67501 
Contact Person: Dianne Blick
Title: Director of Development
Phone: 620-665-9339
E-mail: dianneb@cosmo.org
Student’s Position Title: Marketing Intern






Majors (s): Marketing, Business, Journalism, Public Relations
List primary duties and responsibilities: The intern will assist the Marketing Department in the marketing and promotion of normal Museum operations, theatre operations, special events, fundraising and general public relations supporting these events. 
This internship is designed to be very hands on and project based.  Students may be asked to help with diverse projects related to PR and marketing on an as needed basis.    

List required workplace skills: 

Interns should have extensive knowledge and ability to effectively use Microsoft Office (excel, word, outlook in particular);  ability to articulate well through written and verbal communications; ability to grasp diverse departmental involvement in each activity and coordinate well between departments on development and approval of all media requirements, ability to follow up on assigned tasks meeting deadlines and reporting on missing details; willingness to file, collect and manage related statistics and other mundane office requirements related to the work at hand.   

Working Conditions (Describe work environment):  The working environment varies by the day and project but is primarily in an office with a computer and telephone at hand.  We will make every attempt to work with the intern’s schedule around other work or scholastic endeavors.  

Hours Per Week: 5-40
Wage: Unpaid 
Tentative Work Schedule: set regular schedule based on availability; regular office hours are Monday – Friday 8:30-5:00 
Immediate Supervisor: Dianne Blick, Director of Development 
