
UR International Theatre Program 

JOB DESCRIPTION: THEATRE PROGRAM INTERN 
 
General Overview: 
The Theatre Program Intern assists the Administrator, the Artistic Director, the Production 
Manager, and any other Theatre Program faculty or staff in the general functioning of the 
Theatre Program.  The position requires a minimum of 8 hours of on-site work/week.  The Intern 
performs day-to-day administrative, publicity, and other duties as necessary.  They also perform 
minor house-keeping chores, including the overall upkeep of Theatre Program spaces (including 
cleaning of mugs and work surfaces, as needed) and notice boards, helping to maintain them.  
The Intern creates social media posts (all platforms) for the Program, creates banners for Wilson 



UR International Theatre Program 

• Creating and distributing flyers, posters and other promo and PR materials (including 
VIP letters and “Please Announce…” letters, as requested) to on-campus locations or by 
mailing 

• Hanging past production images and other materials, as needed 
• Creating painted banners for Theatre Program productions/events and delivering them to 

WC 
• Assisting with the Box Office and its staffing (as needed) 
• Assisting with special events, as needed 
• Performing other miscellaneous tasks/errands as required 

 
IMPORTANT NOTES: 

Should the Theatre Program Intern occupy other positions within the Theatre Program (actor, 
stage manager, AVE, ME, etc.), these positions and their responsibilities do not preclude the 
Intern performing duties of the Theatre Program Intern in full. 
 
The Intern might be called on to make coffee or run errands (including for food pickup at the Pit) 
on occasion.  These services help staff and faculty maximize time and are appreciated. 
 
 
Requirements 

• Detail-oriented student who can work unsupervised and independently, a 


