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Carnegie Science Center
Internship Program
Girls, Math & Science Partnership: Media Maven and Special Events Intern
Responsible To:   Director of the Girls, Math and Science Partnership
Task Description:  Event Assistant and Office Researcher for the Girls, Math & Science Partnership.  GMSP’s mission is to engage, educate, and embrace girls as architects of change. Working with girls

age 11 - 17 and their parents, teachers, and mentors, we draw organizations, stakeholders, and communities together in an effort to ensure that girls succeed in math and science. GMSP is a program of Carnegie Science Center. Visit us online at www.BrainCake.org.
Responsibilities: including but not limited to…
· Attend all “BrainCake” events and outings to support organizer and capture photos, audio recording, and other media as designed
· Assist with set up for larger parties and/or workshops

· Handle numerous aspects of event preparation including gathering & preparing necessary supplies for demonstrations, activities, workshops, etc.

· Update Access database with new attendee information after events

· Research resources and partners for website users and the organization as a whole, including but not limited to scholarships, events, awards, contests, sites, etc.

· Outreach to in-person and online institutions for possible events, mentors, and workshop collaborators
Skills Required:
· Great attitude and pleasant demeanor, comfort in communicating with tweens, parents, and business professionals
· Great Organization Skills a must
· Customer service skills
· Above Average technical and media skills – experience using a digital camera, flip camera, audio recorder, etc.
· Ability to capture media, download and optimize/upload to sites such as YouTube, Flickr, Facebook, etc.
· A desire to partake in cutting-edge programming for girls
· A passion for some STEM field (Science, Technology, Engineering, and/or Math)
· Familiarity with the Microsoft office suite, including Word, Excel, and PowerPoint, and ability to learn Outlook
· Ability and interest to learn new programs
· Familiarity with internet research
· Microsoft Access experience a plus, but not necessary
Skills to be Learned:

· Event Planning and Coordination
· Public Relations Experience 

· Ability to work in a Non-profit setting

· Basic Microsoft Access skills 
Parameters: 
· Minimum of 120 hours for entire fall semester
· Weekend availability for special events and GMSP outings scheduled thru end of this year.
· Ability to make a weekly meeting with GMSP staff (scheduled by internship recipient and GMSP staff)
· 2-3 afternoons including working with media, meetings, and research
Training Methods:
· Training by shadowing the awesome GMSP team!
Time Frame:
· Minimum of 120 hours
· Fall Semester with a possible extension following end of term evaluation

To Apply:  Send a letter of reference from an academic advisor, letter of interest, and a resume, to:

Internship Program
Carnegie Science Center
One Allegheny Avenue

Pittsburgh, PA 15212

- OR -
VolunteerPrograms@CarnegieScienceCenter.org

