Events Marketing Internship at P.W.Feats, Inc. (for credit only)

Web Site: www.pwfeats.com
Department: Event Management

Internship Position: Event Production Interns (2) Marketing Intern (1) Design Intern (1)

Contact Name (Internship Coordinator): Deb Greenstein

Title: Special Projects Manager

Address: 3 E. Read Street

City: Baltimore  State: MD  Zip Code: 21202

Fax: 443-451-8439  E-mail: dgreenstein@pwfeats.com 

Organizational Fields: Advertising/marketing/media, Communications/ public relations, Consulting, Entrepreneurial, Fine & applied arts/museums, Graphic arts/commercial arts/photography

Please select the semester that you would like to have an intern. You can work out specific start and end dates with your intern according to your schedule and school policies: Spring (February * May), Summer (June * August), Fall (September * December), Winter (January)

Please provide a detailed description of the position's responsibilities: Event Production: Support the event production team with research, brainstorming, purchasing, staffing, onsite event management, administrative responsibilities, technical assistance and

client meetings. Marketing: Support for marketing and new business development staff through the creation of company capability packages and presentations. Research potential marketing functions, speaking opportunities, story possibilities and client-related research. Create marketing materials,. Update list of media contacts. Maintain press coverage binder. Edit database information. Ordering supplies and administrative services. Other duties as assigned. Available 2-3 full days per week. Design: Visual Research for development of events. Brainstorming sessions. Presentation Materials. Renderings. Layout/Sample or Storyboards. Applications:  Photoshop/Illustrator/Vectorworks/Vivian. Hand drawing skills. Environmental Design, Space planning. Site plans created in Vectorworks (sometimes Illustrator). Set Design. Décor Elements. Interior Design. Exhibition design for office space. Graphic Design. Signage. Collateral materials. Construction /Shop drawings for set and/or décor elements. Live onsite assistance: Participate in the final event. Onsite video documentation. Video editing. Creation of DVD Portfolios. Photo documentation of events. Sourcing Materials. Vendor calls and contacts. Administrative tasks. 

Describe the skill sets a successful candidate will have for this position: 1. Ability to communicate effectively verbally and in writing; 2. Thorough knowledge of Microsoft Office Suite, including Word, Excel and PowerPoint; 3. Ability to effectively communicate with other staff members, vendors and clients and maintain effective working relationships with other professionals; 4. Ability to self-start and work independently to achieve target results; 5. Ability to multi-task and organize/prioritize work; 6. Ability to gain thorough knowledge of P.W. Feats business activities, corporate style and values. 

Workdays Required: Schedule flexible weekdays. Some event duties on weekends.  Hours per Week: 20+ negotiable Are there any work authorization requirements?: U.S. Citizen / U.S. National
To Apply:  Send your resume, GPA, and a cover letter (specify internship desired and how your skills are a match for the position) to the Internship Coordinator via email (address at top of page).
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