SAMPLE POSITION DESCRIPTION

Internship Site:

Internship Supervisor:

TITLE: Intern-Convention  Sales and Marketing

OPEN TO THE FOLLOWING MAJORS: Management, Marketing, Communication Studies, Liberal Studies 

Major responsibilities and goals: Assists Corporate Account Supervisors and Executives with the development of new meetings and convention business. Implements various convention programs, promotions and events. Reviews corporate partner contracts and assists with the implementation of all elements of the contracts. assists in preparing for presentations. Compiles evaluation data for assigned corporate partners. Assists with variety of center operation activities. Performs other duties as assigned. 

Desirable skills, knowledge, behavioral traits: Must have good organization skills and be able to work independently. Ability to coordinate several projects at one time. Able to work flexible schedules, including evenings, weekends and holidays. Education or experience in marketing, promotions, business, advertising, sales, communications, or sports administration is helpful. 

Time commitment, compensation and advancement opportunities: $6.25 per hour, approximately 20 hours per week. May progress into summer job with satisfactory performance.

