ASBURY PARK MUSlc FOUNDATION

AMPLIFYING BETTER FUTURES

Asbury Park Music Foundation Concert Series
Operations Internship

Internship Overview

This internship will support the Asbury Park Music Foundation team with the setup, breakdown,
and overall logistics of the summer concert series. The intern will gain hands-on experience in
live event operations, arts administration, vendor coordination, audience engagement, and
behind-the-scenes production.

The internship is designed to give the student direct exposure to how a successful community
concert series is planned and executed while helping them build practical job skills in
communication, teamwork, problem-solving, and event management.

Internship Responsibilities

Assist APMF with concert setup and breakdown before and after each event

Help organize tables, signage, merchandise, tents, chairs, and hospitality areas

Support artist check-in and backstage needs

Help keep event areas organized, clean, and welcoming

Take photos and short videos during events for social media, marketing, and promotional
use

Assist with inventory, supplies, and storage organization

Observe and learn about arts administration, sponsorship visibility, donor engagement,
and community event operations

Internship Schedule

e Student will work no more than 10 hours per week

e Hours will be tracked weekly and submitted to Teen Arts NJ

e Student schedule will primarily focus on concert days, setup periods, and occasional
planning meetings
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Creative Opportunities

This internship includes several creative opportunities related to arts administration and event
production, including:

Assisting with event presentation and visual setup

Creating or organizing signage and sponsor displays

Taking photos and short videos for social media, marketing, and promotional use
Participating in brainstorming for audience engagement ideas

Learning how music events are marketed and promoted

Supporting artist hospitality and community outreach efforts

Proposed Student Goals

Goal 1: Build Confidence in Event Operations

The student will learn how to prepare for and manage the setup and breakdown of a live event,
including organization, time management, and problem-solving.

Goal 2: Strengthen Communication Skills

The student will practice professional communication with volunteers, staff, artists, vendors, and
community members.

Goal 3: Develop Arts Administration Experience

The student will gain exposure to how a nonprofit arts organization runs a concert series,
including logistics, marketing, sponsorships, and community engagement.

Mentorship Component

Pam or another designated staff member will meet one-on-one with the student for one hour
each week to:
e Review the student's experiences from the week
Discuss progress toward internship goals
Identify challenges and successes
Provide guidance on professional skills and career interests
Help the student reflect on what they are learning about arts administration and live
events
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End of Internship Summary

At the end of the internship, the student and internship host will complete a one-page summary
for Teen Arts NJ highlighting:

Internship responsibilities

Skills gained

Progress made toward goals

Favorite experiences

Lessons learned

How the internship helped prepare the student for future opportunities
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