THE BROADWAY DREAMS FOUNDATION INTERN PROGRAM

The success of the Broadway Dreams Foundation and its programs depend on the assistance of a cadre of intelligent and hard-working student interns.  In return for the opportunity to attend one of the intensives, receive featured roles in the end-of-intensive concert, and most importantly, receive valuable training in musical theater and educational program production, interns perform various tasks described below.   

BDF employs both long term and intensive-week interns.  

Long Term Interns

Atlanta Office Intern - The Atlanta Office Intern will assist the administrative director with daily activities involved in running the Atlanta office, including, but not limited to: returning telephone and email messages from students, parents and vendors; organizing travel for faculty and staff; securing in-kind donations from local businesses for use during the ATL intensive; and additional administrative tasks as requested by the Executive Director.  She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends.

Scheduling Intern - The Production Intern will assist the Executive and Artistic Director in preparing the daily schedule for the summer intensives and handle tasks related to the production of the end-of-intensive concert.  This person will have exceptional computer skills in spreadsheets and documents. She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends

Social Network Intern – The social network intern will maintain all Facebook and Twitter accounts and will assist the Executive Director in promoting all BDF events electronically. She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends.

Production Intern:  The Production Intern will assist the Artistic Director and Production Manager as needed  Tasks may include managing curriculum documents, assisting the stage manager and technical director, monitoring ticket sales, marketing and advertising of concert.  She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends.

Database Manager - The Database Manager is responsible for organizing BDF’s existing contact lists (including the Constant Contact list, and website registrants), eliminating duplicates, completing unfinished entries and merging them into one master list (Excel spreadsheet) and creating specific email groups for use in programming, marketing and fundraising.  He/She should also regularly update the list(s) with additional contact information.  He/She may be called on to engage in efforts (as developed in conjunction with the Executive Director and PR Specialist) to obtain additional website registrants and to otherwise expand the BDF contact list(s).  HE/She will assist the Administrative Director to generate rosters and manage check in paperwork for all students.  She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends.

Public Relations Intern - The Public Relations intern will assist the Public Relations Specialist to secure press coverage for the Broadway Dreams Foundation.  He/She may be called upon to do one or more of the following: draft press releases, create website videos, contact press outlets, pitch stories to newspapers and magazines.  He/She will also be responsible for cataloguing and organizing the existing database of BDF photographs, videos, and press clippings, as well as regularly rotating the photos and videos featured on the website.  She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends.

EBLAST Intern – The Eblast intern must be able to write well and create accurate and timely messages to students and families before, during and after the intensive.  He/she must be able to work with the MAILCHIMP eblast system.  Daily eblasts during the intensive are critical to the success of the week and this intern will be able to collate information from multiple staff members and communicate it to the students and others as needed. 

DONATIONS Intern – This intern will secure donations for faculty gift bags, food items, general supplies and costumes and props as needed.  Much of this work will be done in advance of the intensive.  This intern needs to communicate with student families about items that they can donate. She/He is also responsible for assisting with check-in and clean-up of the intensive which she/he attends

Long Term Intern Compensation:  Each long-term intern is eligible to attend one summer intensive of his/her choice for free.  In addition, the intern may audition to be cast as a featured performer in any of the end-of-intensive concert numbers. .  Based on duties assigned, lead interns (as described below) may not have the opportunity to perform in the intensive they are working at.  The lead intern will then have the opportunity to perform at a separate intensive.  

Intensive-Week Interns

BDF will employ one (1) intern for each twenty (20) students attending the intensive, plus two (2) additional “ad hoc” interns.  Each intern (except the two “ad hoc” interns) shall be assigned to a single group of up-to twenty students, and shall be responsible for:  ensuring that each of his/her students follow the daily schedule, act as a liaison between the BDF staff and the students, general supervision of students (no profanity, no violence, no sexual activity, no disrespect) and reporting of any violations. 

From the group of interns the executive director will select lead interns who will be responsible for assisting the executive director in making alterations to the daily schedule and for general supervision of the interns.  Based on duties assigned, lead interns may not have the opportunity to perform in the intensive they are working at.  The lead intern will then have the opportunity to perform at a separate intensive.  
Ad Hoc interns will perform duties as requested by the Executive Director and the rest of the BDF intensive staff.  Such duties may include:  assisting with concert production, monitoring ticket sales, liaising with volunteers, coordinating faculty hospitality.

Compensation:  In return for performing the work described above, each intern will attend the intensive free of charge, and will be cast as a featured performer in the number being performed by his/her group of students.  Intensive interns may NOT be cast as featured performers in other numbers without the express permission of the Artistic Director.

Travel and Accommodations:  Interns are responsible for lodging in their home cities and other venues.  BDF may be able to provide travel stipend for Lead Interns only, though not guaranteed. 

General Requirements (for all interns):  

All interns must be at least 18 years old and have received a high-school diploma.   A minimum of one year of college is preferred. 

All aspiring interns must complete the enclosed application, and submit it along with a resume and headshot, as well as a list of two references.  The applications will be reviewed by the BDF staff; references will be contacted, and interviews of applicants will be conducted as necessary.

To Submit your application, fill in and save this file with your name and intern app in the file name.     Send it to Lynn Gillen, Administrator,  lynn@mybroadwaydreams.com.
All accepted interns must complete and log 40 hours of work prior to the week of the Intensive.

All interns must be available for the entirety of the week of the Intensive including 2 days prior and 1 day after the intensive.  
2012 BROADWAY DREAMS FOUNDATION 
INTERN PROGRAM APPLICATION

PERSONAL INFORMATION
Name: 



Date of Birth: 



Age: 
Gender: 

Address:

Phone Number: 

E-mail address:

List High School and College(s) attended, and degree received (if applicable):

Prior BDF Intensive(s) Attended:

INTERNSHIP PREFERENCE

CITY – Check 1 or more: 
Atlanta _____

Philadelphia _____

Omaha _____


POSITION – Check 1 or more:    Database Manager _____

Public Relations _____


Office  _____
Production _____
Scheduling  _______  Social Network __________


Eblasts __________ Donations ___________ Admin/Non Performing ___________

Additional Questions:

1.  Are you available to drive materials around to schools (during school hours) in your area for marketing from March – May?

2.  Are you able to work in Excel and Word?  Do you have experience creating a program (Playbill type document)?

3.  Which Friday's are you available in March, April and May for local school visits to promote the Summer Intensive?

4.  For Atlanta Interns - Do you have transportation to the Alpharetta office as needed in May. For all -  Do you have transportation to the Intensive?  

5.  Do you have your own laptop?

6.  Can you upload videos? edit videos?

7.  What is the date you can start working? Are you available the week before the intensive?  Do you have any conflicts during the week of the intensive? Are you available for Intensive Wrap two days after the intensive. 

8.  Are you aware that interns will be cast into only 1 intern number and 1 additional number?

9.  If assigned as a Group Leader, what age group would you like to work with? 7-10, preteen, teen, college?  Can you be a dance captain?

10. If you are not selected as an intern, will you participate in the intensive as a student?

11.  We need administrative and tech interns that will not be in the performance.  Are you open to this option? 
12.  List all conflicts for summer scheduling.  Will you have another job?  Will you be on vacation?  What else will conflict with your BDF schedule?  
12.  Please write a brief paragraph answering these 2 questions,  Why do you want to be an intern with Broadway Dreams?  What do you hope to get out of the experience?

To Submit your application.  Fill in and save this file with your name and intern app in the file name.     Send it to Lynn Gillen, lynn@mybroadwaydreams.com.

SUPPORTING DOCUMENTS

Please attach a copy of your headshot, resume & a list of two references, preferably teachers, counselors, coaches or advisors who can vouch for your work ethic in the classroom and performance skills.

