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Production	
  Intern	
  
Job	
  Description	
  

2014-­‐2015	
  
	
  
	
  

Production	
  Internship	
  
Hours:	
  10-­‐15	
  hrs/week	
  
Time	
  Period:	
  September	
  2014	
  to	
  July	
  2015	
  
	
  
Position	
  Summary	
  
The	
   Production	
   Intern	
   reports	
   to	
   the	
   Production	
   Manager	
   and	
   assists	
   the	
   Production	
   Team	
   in	
  
coordinating	
   various	
   elements	
   of	
   Youth	
   Speaks	
   productions	
   to	
   ensure	
   all	
   of	
   our	
   events	
   remain	
  
professionally	
   produced,	
   well	
   attended,	
   and	
   vibrant,	
   and	
   will	
   work	
   to	
   highlight	
   the	
   varying	
   levels	
   of	
  
artistic	
  presentation	
  and	
  performances	
   the	
  organization	
  produces.	
   Interns	
  will	
   also	
   serve	
  as	
  volunteer	
  
coordinators	
  at	
  all	
  our	
  public	
  events.	
  Interns	
  will	
  also	
  get	
  experience	
  in	
  arts	
  administration	
  as	
  it	
  relates	
  
to	
   public	
   events.	
   This	
   is	
   an	
   unpaid	
   internship;	
   however,	
   hours	
   may	
   apply	
   as	
   credit	
   depending	
   on	
  
academic	
  institution.	
  
	
  
About	
  Youth	
  Speaks	
  
Founded	
   in	
   1996,	
   Youth	
   Speaks	
   is	
   the	
   leading	
   nonprofit	
   presenter	
   of	
   Spoken	
   Word	
   performance,	
  
education,	
   and	
   youth	
   development	
   programs	
   in	
   the	
   country.	
   Presenters	
   of	
   local	
   and	
   national	
   youth	
  
poetry	
   slams,	
   festivals,	
   reading	
   series,	
   and	
  more,	
   Youth	
   Speaks	
   also	
   offers	
   a	
   comprehensive	
   slate	
   of	
  
literary	
   arts	
   education	
   programs	
   during	
   the	
   school	
   day	
   and	
   the	
   after-­‐school	
   hours,	
   and	
   conducts	
  
numerous	
   publications	
   and	
   youth	
   development	
   programs.	
   All	
   told,	
   Youth	
   Speaks	
   works	
   with	
   45,000	
  
teens	
   per	
   year	
   in	
   the	
   Bay	
   Area	
   alone,	
   and	
   has	
   created	
   partner	
   programs	
   in	
   over	
   40	
   cities	
   across	
   the	
  
United	
  States.	
  
	
  
Responsibilities	
  

§ Assist	
  Production	
  Team	
  with	
  coordinating	
  various	
  elements	
  of	
  productions	
  specifically	
  related	
  to	
  
pre-­‐	
  and	
  post-­‐production	
  

§ Serve	
  as	
  volunteer	
  coordinator	
  and	
  Interfaces	
  with	
  Youth	
  Speaks	
  volunteers	
  through	
  outreach	
  
and	
  management	
  during	
  events	
  

§ General	
  office	
  administration	
  duties	
  including	
  data	
  entry,	
  filing,	
  answering	
  phones,	
  direct	
  calls,	
  
and	
  answering	
  emails	
  

	
  
Requirements	
  

§ Experience	
  in	
  any	
  performance	
  art	
  production	
  work	
  is	
  preferred	
  
§ Strong	
  oral	
  and	
  written	
  communication	
  skills	
  	
  
§ Ability	
  to	
  work	
  independently	
  and	
  take	
  initiative	
  on	
  projects	
  
§ Commitment	
  to	
  creating	
  safe	
  spaces	
  for	
  youth,	
  artists,	
  and	
  audiences	
  alike	
  
§ Strong	
  skills	
  including	
  mastery	
  of	
  Google	
  Docs,	
  Microsoft	
  Word	
  and	
  Excel	
  
§ Must	
  be	
  comfortable	
  working	
  in	
  a	
  fast	
  paced	
  environment	
  and	
  display	
  strong	
  interpersonal	
  skills	
  	
  

	
  
Qualifications	
  
The	
   ideal	
   candidate	
  will	
   have	
   strong	
   communication,	
   organizational,	
   and	
   research	
   skills	
   and	
   a	
   proven	
  
ability	
  to	
  be	
  persistent	
  and	
  resourceful.	
  Must	
  have	
  a	
  personal	
  commitment	
  to	
  creating	
  safe	
  spaces	
  for	
  
youth	
  to	
  develop	
  artistically	
  and	
  a	
  desire	
  for	
  the	
  performing	
  arts.	
  	
  
	
  
To	
  apply,	
  please	
  send	
  a	
  brief	
  cover	
  letter	
  and	
  your	
  resume	
  to	
  kevasco@youthspeaks.org	
  	
  
	
  


