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Internship Program – Department of Communication - Boise State University
Spotlight Events, Inc., the organizing body and producers for Spotlight Dance Cup, is a National Performing Arts Competition Organization that will produce 30 Regional and 2 National Dance Competitions and Conventions throughout the United States.  The events are held for dancers of all ages, competing in all dance forms, such as tap, jazz, ballet, lyrical dance, etc.  Spotlight Dance Cup provides a forum in which dancers from private dance studios and school teams can exhibit their dance and performance skills.  Dancers compete for beautiful trophies and awards as well as thousands of dollars in cash, scholarships and prizes.  In addition, each performance receives valuable oral and written critiques from our panel of talented and professional judges.   

The Spotlight Events Inc. Internship Program, as described on the following pages, has been designed to provide qualified students pursuing degrees at colleges and universities in the Idaho area with in-depth exposure to all aspects of professional event production, techniques and practices.  Administrative and on-site event production duties will be assigned to all interns and will provide "hands-on" experience in various areas. Internships are part-time, involving 4-6 mid-week office hours and 6-8 weekends of travel from Mid-January through Mid-May. 
INTERNSHIP PROGRAM BENEFITS

The Spotlight Events, Inc. Performing Arts Internship Program provides:  

· Highly talented undergraduate students with the opportunity to gain valuable, practical experience in a professional work environment for a 4 month period.

· Meaningful learning experiences for students interested in careers in Event Production, Business Management, Performing Arts Education, Advertising, Public Relations and many other aspects of the entertainment industry.

· Flexible 4 month part-time positions involving 4-8 mid-week hours and 6-8 weekends of travel.

· Training in multiple departments of Spotlight Events, Inc. to include: Business Affairs/Administration, Merchandising/Retail, Computer Applications, Event Production, and Public Relations/Publicity.  We will take into consideration preferences and personal strengths when assigning job duties.  
· A Spotlight Events, Inc. site mentor for day-to-day guidance.
· College credit from Boise State University.
· Up to 100% Tuition Reimbursement (internship credits only) based on number of in-office hours worked, number of weekends worked, and performance ratings earned.
· A contract wage ranging from $175-$475 will be provided for weekend events.  
· Priority employment consideration upon satisfactory completion of internship program.
INTERN QUALIFICATIONS
Qualifications for the Spotlight Events, Inc. Performing Arts Internship Program include:

· Enrollment at Boise State University or an accredited college with major relevant to Spotlight Events, Inc. business needs 

· Excellent academic preparation and achievement

· Reliable mode of transportation

· Dance and/or theater background is helpful, but not required

INTERNSHIP DUTIES 
Interns will gain experience in both administrative and on-site event production.  Below is a brief overview of the duties and responsibilities included in each of these areas.  While you may not be assigned to work in all listed areas you will be exposed to multiple positions and assigned to duties based on your qualifications and the needs of Spotlight Events Inc.  In addition, you will have the opportunity to research and/or implement an applicable and approved project of your choice.
ADMINISTRATIVE EVENT PRODUCTION (In-Office Functions)

· BUSINESS AFFAIRS/ADMINISTRATION - Exposure to numerous aspects of the dance competition industry including all event preparation responsibilities.  Duties may include customer correspondence, data entry, scheduling, account maintenance, record-keeping, accounting, travel arrangements and confirmations, vendor and facility correspondence, and purchasing.

· RETAIL SALES DEPARTMENT – Exposure to merchandise design, purchasing, pricing, inventory control, sales tracking, and financial accounting for traveling boutique and online store.  

· COMPUTER APPLICATIONS - Exposure to numerous software applications including but not limited to: Word, Excel, Outlook, Publisher, and Access. Intern will be exposed to Spotlight Events’ unique, organization specific computer programs, computer networking, maintaining and updating databases, importing and preparing images for Internet display, and basic website updates. 

· PUBLIC RELATIONS/ PUBLICITY - Researching and writing press releases, assisting in contacting all media press in competition locations.  Conduct post-event customer surveys and develop/implement innovative client satisfaction methods.  Observe all facets of sales, marketing, telemarketing, competition logistics, promotion, and program development/production in domestic dance competition markets. 

ON-SITE EVENT PRODUCTION (Traveling On-Site Event Functions)  
· RETAIL SALES/MANAGEMENT - Exposure to sales and management functions of traveling retail boutique, including load-in and load-out, sales, use of multi-store RMS software, inventory control, auditing, tracking and reporting, and financial accounting and balancing.

· STAGE MANAGEMENT - Exposure to all aspects of stage operations and management, including stage dressing, awards organization and distribution, participant and crowd control, maintaining performance orders and operations, adherence to competition rules, public relations, load-in and load-out, and facility/crew communication.   

· TECHNICAL - Exposure to numerous aspects of technical sound, lighting, and computer operations and media, including load-in and load-out of equipment, sound quality management, and facility technician communications.

· COMMUNICATIONS / MASTER OF CEREMONIES - Exposure to job duties of the Master of Ceremonies which includes the introduction of each competition routine, broadcasting pertinent announcements and filler dialogue, running competition and filler music, Spotlight Events’ image management, crowd involvement, and correspondence with facility manager. 
COMPENSATION AND TRAVEL
All Spotlight Events Inc. Internships are based in Eagle, Idaho.   Interns will be responsible for their own transportation arrangements to the office location in Eagle, ID and the Boise airport and all related expenses.  Each intern will be paid a contract wage from $175-$450 for weekend events, pre-paid airfare, shared hotel accommodations, and a daily meal stipend.  Travel is required for all Internships and may require departing as early as Thursday afternoon or Friday morning and returning Sunday evening or Monday mornings.  Because we believe that internships are the bridge between academia and the professional world, entries are selected based on the opportunity they present for professional development and the potential they offer for future employment in the performing arts industry. 
APPLICATION PROCEDURES
To apply for a Spotlight Events, Inc. Performing Arts Internship, submit the following materials:
1. Cover page including: 
a. Your Name

b. Spotlight Events Internship Program – Boise State University

c. Status:  Freshman, Sophomore, Junior, Senior, or Undergraduate Student

d. Major/Minor & GPA

e. Expected Graduation Date

2. Résumé
3. Two letters of recommendation addressed to:  Brianne Kleven, Internship Director 
4. Intern Survey

5. Application
6. Availability Worksheet
Spotlight Events, Inc. will select finalists based on information provided above and a personal interview.  
If you have any questions, please contact our office at 208-939-2015 extension 106.  
SEND MATERIALS TO:

Spotlight Events Inc.

P.O. Box 1697

Eagle, Idaho 83616

Attention:  Chela Bowers
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