
 
 

Fund Development and Development Events Internship 
 

The Grand Rapids Symphony seeks an intern to work with the Development department 
coordinating fundraising events and broadening outreach through community engagement. 
This position reports to the Manager of Development Events and the Development 
Administrative Assistant. 
 
Duties Include:  

 Assist with event details including coordination and execution of events  

 Participate in a variety of positions and represent the Symphony at events and concerts  

 Research and outreach to various community groups  

 Design tickets and postcards for events  

 Work with vendors to order event supplies  

 Update third-party online events calendars with GRS events  

 Proof-read copy including letters, scripts and invitations  

 Prepare and complete mailing projects  

 Assist with donor relations project coordination  

 Assist with event set-up and clean-up  

 Office maintenance such as filing, stocking, and re-shelving items  
 
Competencies/Requirements:  

 The ability to represent the Symphony and interface with all levels of staff, volunteers and 
donors while maintaining tact, diplomacy and confidentially is essential  

 Excellent professional verbal and written communication skills, including the ability to 
compose, edit and proof correspondence and documents is required  

 Knowledge of social networking is desired  

 Graphic design experience is preferred  

 Creative ability to efficiently and effectively translate ideas into action  

 Must be a high-energy, self-starter with extraordinary organizational skills  

 The ability to prioritize assignments and see work through from start to completion  

 The stamina necessary to execute an event with accuracy under pressure  

 High level of multi-tasking abilities with an attention to detail  



 Ability to communicate with people of various backgrounds and to work cooperatively and 
with flexibility with a variety of individuals is needed  

 Mature person who has an interest in event coordination and donor relations is preferred 

 Competency with Microsoft Word, Excel, Publisher and Outlook is needed  
 
This is an unpaid, 10-15 hours per week part-time internship position. Office hours are 

negotiable Monday through Thursday between 9:00 am and 3:00 pm. Limited evening and 

weekend hours may be required. Applicant must have their own transportation, parking is 

provided. To apply for this internship, please submit cover letter and resume to: Sara Stewart, 

Development Administrative Assistant, at sstewart@grsymphony.org. The Grand Rapids 

Symphony is located at: 300 Ottawa Avenue, Suite 100; Grand Rapids, Michigan 49503. 

www.grsymphony.org 


