Development Intern- Harris Theater for Music and Dance

The Development Intern will work closely with the Director of Development, the Development
Coordinator and Harris Theater executive staff providing support for a major non-profit
performing arts institution while gaining experience in grant writing, donor cultivation
activities, conducting prospect research and planning a major fundraising event.
Responsibilities include:

e Researching individual, corporate and foundation prospective donors

e Assisting in the preparation of funding proposals

e Developing corporate sponsorship packets

e Participating in special events planning, including compiling guest lists and generating
invitations for donor receptions

e Participating in planning meetings for the 2008 Harris Theater Gala

e Completing training in Tessitura, the industry-standard ticketing, marketing and
development database used by many performing arts organizations

e Updating donor and prospect records in the Tessitura database

e Participating in staff, company partnership and Trustee meetings as appropriate

e Coordinating archival materials

e Serving as development staff at special events

e Assisting with materials development for the fall direct mail initiative

e Writing an article for the fall Sightlineshewsletter

Undergraduates with a strong interest in the arts and the desire to pursue arts administration
as a career are encouraged to apply. The ideal candidate will have excellent oral and written
communication skills, organizational and computer skills and the ability to thrive in a fast-
paced, independent environment.

The eight-week internship will begin in early June 2008. A stipend is available. Interested
candidates should submit their resumes to intern@harristheaterchicago.org by April 30, 2008.
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