Intern

American-Scottish Foundation

New York, NY 


The American-Scottish Foundation, Inc., (ASF) celebrating its 50th Anniversary in 2006, is now accepting applications for an intern to assist the Foundation with the planning and implementation of a series of Anniversary events that will take place in New York City and Scotland during 2006.  This program includes a mix of cultural, heritage, educational, business and sporting events and begins on January 27 with a gala Burns Night dinner.  
On April 6, the American-Scottish community in New York City, of which the Foundation is a leading member, will celebrate Tartan Day, in recognition of the American-Scottish community nationally.  The series of activities begins on March 28th with a performance by the Orpheus Chamber Orchestra at Carnegie Hall and concludes on April 8 with the Tartan Day Parade up 6th Avenue.  The ASF will be responsible for its own and much of the Tartan Day Committee’s programming during this period.  
Throughout the year, the Foundation is involved in the following activities:
· It will host the 10th Annual John Muir Golf Tournament to benefit Van Cortlandt Park on June 23rd.  The Tournament is sponsored by the New York City Department of Parks & Recreation, the Friends of Van Cortlandt Park and American Golf.  
· In August, the Foundation will offer a Scottish tour that will coincide with New York City’s St. Luke’s Orchestra’s international debut at the Edinburgh International Festival on August 16.  
· In the fall the Foundation will host its Wallace Award ceremony which honors an individual for his/her outstanding contribution to American-Scottish relationships.  Past awardees have included Senator Trent Lott, Sir Sean Connery, The Forbes family, and Mr. and Mrs.  Donald L. Taffner.  
· Throughout the year there will be a variety of less formal events that will take place at Scotland House, the headquarters of the Foundation located at 575 Madison Avenue, 56th/57th Streets.

Event Planning/Administrative intern will be hired to work full-time in the Foundation’s office (Scotland House) from January-December 2006 (part time opportunities are available for students during the winter, spring summer and Fall semesters).  Candidates must have a strong background in event management.  Responsibilities will include assisting the President of the Foundation and the Events Committee Chair in the planning and implementation of the Anniversary program, including site selection, budgeting, guest list development, event marketing and promotion, design and production of written materials, floor layout, table seating and décor, photography/video recording, outside vendor relations, coordination with the Foundation’s bookkeeper and treasurer.  He/she will attend regular planning meetings, and perform other administrative duties as required.

Benefits include working with and observing the Foundation’s Events Committee and management, interacting as a Foundation representative with the Foundation’s partners, professional contacts and colleagues, attending events, participation in networking opportunities and social occasions as a guest of the Foundation.  The ideal candidate will be industrious, anxious to learn, an independent thinker, a self starter; have excellent organizational and communication skills, written and oral; a good design sense; able to understand technical specifications (audio visual and sound system); website familiarity; public relations interest; reliability; keen attention to detail; ability to work well with others; and a sense of humor. 


Proficiency required in Microsoft Office, ACT Software.  College credit is available.  A $100 per week stipend is available.  Interns must be available to work occasional evenings and weekends.  Send fax or email letter of interest with resume and brief letter outlining expectation of the internship to:

Alan L. Bain

President 

The American-Scottish Foundation

Scotland House

575 Madison Avenue

Suite 1006

New York, NY 10022-2511

Fax (212)605-0222; email: alb@wwbcn.com

asf/3985

