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Programming Intern 2012

Start Date: June, 2012
Completion Date: September 12, 2012
Hourly Requirements: 5-10 hours/week (Flexible Hours – Some weekends)
Compensation: Stipend upon completion of internship program
Location: 	Merging Media Building
		313 E. Carson St.
		Pittsburgh, PA 15219
		412-422-1113
		www.pghirishfest.org
Immediate Supervisor: Special Projects Director, Mairin Petrone – mairin.petrone@gmail.com
General Description: The programming intern will be supporting various areas of the Irish Partnership and Pittsburgh Irish Festival including marketing, promotion, advertising, website/social media content and design, finance/accounting, event planning, programming, office administration, entertainment, volunteer recruitment and coordination, grant writing, sponsorship recruitment and coordination, vendor recruitment and coordination, and sales.
	
Responsibilities and Tasks:
Coordinates office administrative responsibilities; including databases, mailings, phone, etc.
Responsible for assisting Special Projects Director, Marketing Communication Director, Executive Director, Administrative Director, and other Irish Partnership/Pittsburgh Irish Festival staff.
Assists with revisions of office publications.
Assists with the development and management of websites/social media pages.
Responsible for daily customer service of the PIF web address as well as the PIF Facebook Page and Twitter account.
Assists in the planning, preparation, and coordination of the Pittsburgh Irish Festival and other Irish Partnership events.
Completes all other responsibilities and projects as assigned.
Other duties as assigned.
Necessary Skills and Requirements: Proficient in Microsoft Word and Excel. Proficient writing and administrative skills. Reliable transportation. Personal portable computer (laptop). GPA – 3.0 minimum.

**Please submit cover letter and resume to pghirishfestival@gmail.com by April 1st**
***For questions call 412-422-1113***
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