
 

 

 
 

Arts Education Internship  
Summer 2017 

 
Position Description 

 
The Baltimore Office of Promotion & The Arts (“BOPA”), located in Downtown Baltimore, seeks 
an enthusiastic, creative and highly organized intern to assist with all aspects of BOPA’s Youth 
Arts Programs.  
 
The Arts Education Intern is a part-time unpaid position, reporting to the Arts Education 
Coordinator. The primary responsibilities of this position are to assist in the administration of 
BOPA’s youth programs with an arts focus, research and collection of data related to equity in 
arts education in Baltimore, and provide related support to the Youth Arts Program Staff. 
Interns provide organizational, administrative, and on-site support for educational programs, 
which include out-of-school enrichment programs, family/community programs, and other 
activities. Interns perform general departmental duties, such as preparation of program 
materials, research, correspondence, filing and scheduling. Candidates must have excellent 
organizational and basic computer skills, and should be comfortable interacting with the public. 
Candidates should have administrative experience and have previously worked with youth. 
 
 
Duties include, but are not limited to: 
 

• Assists in the administration of the youth arts enrichment programs   
• Assist in the educational planning, evaluation, and ongoing management of the Youth 

Arts Council, Bright STARTS, and other youth arts programing  
• Photography and videography of youth arts program participants, workshops, projects,  

and special events as assigned  
• Assist teaching artists providing workshops placed at sites through BOPA 
• Research and data collection surrounding after school arts programming in Baltimore 

City 
• Occasional assistance with evening or weekend special events requiring additional staff 
• Cultivate and maintain relationships with key staff, and leadership from Baltimore City 

community organizations, schools, non-profits, and other institutions  
• Assist in the coordination of BOPA facilities, events, and production staff on logistical 

and production elements of all youth related programs 
• Conduct research relevant to youth arts enrichment curriculum development, best 

practices in contemporary youth arts education, and as needed 
• Other duties as necessary 



 

 

 
Qualifications 
The ideal candidate is a dynamic, people-oriented individual with outstanding organizational 
skills and familiarity with youth arts enrichment programs. Art, Arts Education, Social Design, or 
Arts Administration majors are encouraged to apply. Current undergraduates -- junior or senior 
-- or graduate students are eligible to apply. Applicants who are not registered students are 
not eligible. 
 
Additional required skills: 

 Excellent oral and written communications skills 

 Strong analytical skills, ability to multi-task, and pay attention to detail 

 Ability to conduct internet research 

 Strong organizational and analytical skills 

 Knowledge of MS Word, Excel, Photoshop 
 
Hours & Compensation 

 Student must be available at least two days per week or the equivalent of at least 14 
hours per week; BOPA is open Monday to Friday from 9:00am to 5:00pm.  

 The Arts Education Coordinator’s schedule varies depending on projects, so the 
student’s working hours are not restricted to the typical 9:00am to 5:00pm schedule.  

 It is highly encouraged that the student be available for Artscape July 21 – 23, 2017. 

 This is an unpaid position. 

 Intern may be eligible for gaining college/university credits toward graduation.  (Intern 
should explore this possibility with their school prior to applying for the internship.) 

 Parking or Monthly Transit Pass may be provided to Downtown Baltimore, pending 
availability. 
 

To Apply for an Internship 
Please send your resume and cover letter by email to:  Markell Cassard at 
mcassard@promotionandarts.org. In the Subject Line of your email, please identify the name of 
the internship for which you are applying. 
 
Application Deadlines: 
Application due no later than May 1, 2017. 
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