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Elon Alumni Association Intern

Summary:

Assist with the planning and execution of alumni and student events sponsored by the Elon University Alumni Association. This position will allow an Elon student the opportunity to build and enhance knowledge and skill in the fields of marketing, advertising and event planning. This internship will prepare students for a career in event management and planning by providing exposure to a wide variety of tasks including developing ways to evaluate current student and alumni events, creating new events, and assisting in both alumni and student programming.  

Duties and Responsibilities:


Senior Class Events 
Assist with the coordination of all senior class events sponsored by the Alumni Association.  Responsibilities would include reserving event space and arranging for catering, media services, etc. Must also create and implement marketing plan for each event.

Homecoming
Assist with the planning of Homecoming Weekend activities for returning alumni. Responsibilities include assisting with space reservations, catering orders, decorations, set-up and tear down of events, etc.  Coordinate printing needs (tickets, weekend schedule, etc.) as well as coordinate sign and banner orders with outside vendor. Assist with marketing and publicity for weekend and individual events.  Intern will work directly with Alumni Relations Program Assistant to handle additional HC needs as they are identified. Must be available to work on Homecoming Weekend, October 22-24, 2010.
Other Tasks
Depending on intern’s schedule and availability, assistance with additional events may be possible.

Qualifications:  

· Demonstrated leadership as a student  and a dedication to Elon University

· A positive, enthusiastic attitude

· Ability to organize information and ideas consistent with the objectives of the Alumni Association 
· Excellent interpersonal communication skills

· Ability to give and receive feedback 
· Capable of independent work leading to monthly mutually agreed-upon targets

· Computer skills and an ability to learn use of a database system to manage information

· Experience in creating marketing publications tools using Microsoft Publisher, Microsoft PowerPoint, or Microsoft Word

· Comfortable  presenting to various student groups and acting as a greeter or representative for the Alumni Association at student and alumni events
