The Pittsburgh Cultural Trust – Development Internship
Spring 2012, Summer 2012

Internship title: Development Internship
Location: Development
Positions: 1
Compensation: paid
Placement: Spring (Jan-April), Summer (May-Aug)

Nature of organization: This is an internship position with the Development Department of The Pittsburgh Cultural Trust: an arts presenter, facilities operator and real estate development organization located in downtown Pittsburgh. As the third largest non-profit organization in Pennsylvania, the Trust manages more than 10 performance/exhibition venues, presents and hosts over 2,000 performances annually and partners with other arts organizations to encourage more people to live, work, and play in the Cultural District. This position reports to and must work closely with the Individual and Corporate Development Teams and interdepartmentally within the organization to coordinate and manage projects. 

Duties of intern: • Perform necessary prospect research, organize and analyze prospect capacity data, and store information • Develop and update select corporate and foundation proposals/applications • Collaborate with the Marketing and Education Departments to gather and develop data to be used in proposals • Prepare materials and help to coordinate select Department events as needed • Assist with individual and corporate direct mail solicitations and acknowledgments as needed • Research and prepare articles for TrustOvations, the Trust’s donor newsletter • Perform daily tasks for donor data management: ticketing reports, create new donor records and update database information 

Requirements and skills: Candidates must be detail-oriented, self-motivated and possess good writing and critical thinking skills. Must be willing to assist periodically with events occurring in evenings or on weekends. Experience with Tessitura, Raiser’s Edge or equivalent database management system a plus.

Academic background: SAEM

Contact:
Jennifer Schooley, Membership Acquisitions Coordinator
Telephone: 412-471-6086
Fax: 412-471-5945
Email: schooley@trustarts.org
Application procedure: e-mail
Include: cover letter, references

The Pittsburgh Cultural Trust
803 Liberty Avenue
Pittsburgh, PA 15222
http://trustarts.org

