Virginia Film Festival
Operations Internship

Introduction

The Virginia Film Festival has been celebrating the magic of the movies and inspiring audiences for the past 28 years. Today it stands as one of Virginia’s most important cultural landmarks, and one of the most respected regional destination film festivals in the United States.  

Every autumn, the Festival showcases the most celebrated new features and documentaries together with fresh perspectives on timeless classics. Through a program of over 100 films, the VFF spotlights the work of leading filmmakers from around the world as well as films and artists found right in its own backyard.  And each year, audiences interact with guest artists who cover the entire film spectrum, from internationally acclaimed actors and directors to exciting newcomers and stars of tomorrow. 

The Virginia Film Festival’s reach extends far beyond the screen, thanks to year-round outreach and education efforts that include screenings, events, and interactive programming for all ages. 

With the University of Virginia behind them, the Festival harnesses world-class creative and intellectual firepower to engage audiences in stimulating discussions around both the films and the world in which we live. 

The Virginia Film Festival is presented by the University of Virginia.

Job Description
The Virginia Film Festival (VFF) offers a 3-credit Operations internship position in the fall semester to an undergraduate or graduate student currently enrolled at the University of Virginia.  The selected applicant will report to the VFF’s Business Administrator, Braden Hassett. 
Job Requirements

Qualified candidates will possess excellent verbal and written communication skills, and the ability to organize and execute tasks in a fast-paced environment. Must be detail oriented, self-motivated, flexible, and be able to work in a team situation.  A strong interest in and connection to the field of Arts Administration as well as promoting film and arts events, is necessary for an applicant for this position.

Duties may include but are not limited to
Help organize and manage VFF events and operations: 

· Offer research, writing, and other operational support to Festival Director on a weekly basis
· Participate in event walk-throughs and work with Business Administrator to plan events
· Work with event and Festival partners to ensure plans are understood and honored
· Track RSVPs for events and create guest lists
· Prepare and organize event materials 
· Assist Business Administrator and volunteer Party Manager with on-site set-up, event management, and post-event wrap up. 

· Work with members of the Festival staff to develop post-event summaries

· Help create and organize Festival materials and promotional items

· Prepare and distribute operational guidelines for key stakeholders
· Assist with managing festival volunteers
The VFF is a dynamic, fun work environment with offices on West Main Street. This internship is ideal for someone desiring experience with a non-profit arts organization or public service. Commerce School and business-related majors are also encouraged to apply.
Application Requirements 

1. Read the final press release from the 2014 Festival and about the Festival’s galas and parties:

http://virginiafilmfestival.org/2014-vff-smashes-time-sales-records/
http://virginiafilmfestival.org/galas-parties/ 

2. Based on this information, craft an invitation to the Opening Night Gala and/or the Late Night Wrap Party. The purpose should be to excite invitees and encourage attendance, while communicating key points about the event. Limit your invitation to one page and attach as a word doc or pdf. 
3. Create a 1-page summary/check-list for either the Opening Night Gala or the Late Night Wrap Party that you will share with the event team. Think about the logistics of the event, what materials you would need, and operation guidelines for event partners, staff & volunteers, and how set-up and tear down will go. Attach this summary as a word doc or pdf.

