Carnegie Science Center

                                    Internship Program
SciTech Program Assistant
Responsible To:   Geri Baker, School Programs and Exhibits Manager
Task Description:  The Regional SciTech Initiative manages several special events throughout the year that focus on science, technology, engineering and careers.  Be a part of the planning and implementation of ChemFest, The Chain Reaction Contraption Contest, SciTech Days, Pittsburgh Regional Science and Engineering Fair and more.
Responsibilities:

· Research (internet & phone) and assist with development of the School Programming (High School and Middle School), Tech Zone Exhibits (interactive corporate and higher education), and general programming/yearly large scale projects.

· Work with all members of the SciTech office on an as needed basis – performing a wide variety of tasks including phone calls, copying and collating, formatting Microsoft documents, etc. 
Skills Required:

· Goal oriented—work on a project through to completion

· Team member—work in a team atmosphere to complete a project

· Excellent verbal and written communication skills

· Organizational skills

· Creative thinking—envision and develop a project

· Computer experience—Microsoft Office, database updates 
Skills to be Learned:

· Be involved in the planning and implementation of a large events
· Work with the School Programs and Exhibits Manager
· Learn how a not for profit organization works
Parameters: 

· Some work can be done at home. Other work can be done at the Regional SciTech Initiative office at Carnegie Science Center.
Training Methods:

· On the job training by Regional SciTech Initiative staff
Time Frame:

· 10 – 20 hours per week over 3 month time frame
· Minimum of 120 hours
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

