Spring Hill Historic Home and Museum
Underground Railroad Experience Internship


Application Due Date: February 22, 2013

Begin Date: April 1, 2013

End Date: June 24, 2013 

Must be available June 22, 2013 (date of the Underground Railroad Event) 

Unpaid: We are willing to work with students and faculty to create an internship eligible for college credit. 

Hours per week: 145 Total- Average 11/week (hours will be back loaded toward the day of the event)
Supervisor: 

Kate Smith-Director
Alyssa Arciello-Collections Manager (in Director’s absence)

Qualifications: 
-1 semester or more of college education- history or related majors preferred
-Available to those with bachelor’s degree in history or related field 
-Must be flexible 
-Able to multi-task, organized, attention to detail, able to prioritize, good communicator, able to work with a team as well as complete projects on their own with little supervision, basic computer skills in Microsoft Programs (Excel, Publisher, Word) and email, friendly and customer focused, able to handle conflict and address situations as needed
-Able to act as decision maker throughout the planning of the Underground Railroad Experience and the day of the event in the absence of Kate and/or Alyssa
-No theater experience required

Responsibilities: 
…with Spring Hill Staff
1. Attend all Underground Railroad Committee Meetings 
2. Be prepared to take reservations for experience
3. Assist in coordinating volunteers 
4. Assist with marketing, flyer distribution, etc. 
5. Help with administrative work relating to the event 
6. Help prepare materials 
7. Set up/Tear down for the event 
8. Coordinate “booth set up” at the event 
9. Help to coordinate additional activities 
10. Other responsibilities may be assigned


…with Experience Director Rob Ellis
1. Serve as “stage manager” make sure props are in their place and ready to go at the beginning of each performance 
2. Coordinate food donations for the actors and prep the “green room”
3. Coordinate script printing, distribution, program 
4. Attend auditions and rehearsals and provide feedback

…with Committee Chair Beverly Oberlin 
1. Communicate with Cast members to organize practices 
2. Help in her efforts to coordinate “extras” for the experience 
3. Help, if needed organize marionette show

Additional Responsibilities may be added during internship. 

Housekeeping: 
Attire: Intern will wear business/business casual clothing unless told otherwise by Director or Collections Manager
Hours: Intern will be required to keep track of their hours throughout the internship 
Review: On the last day, Interns will be asked to fill out a self evaluation and turn in any needed work for credit hours

Applicants: 
Please submit the following by February 22, 2013 to be considered for internship
-Resume (including contact information) 
-1. Letter of Recommendation 

Spring Hill Historic Home and Museum 
Attn: Kate Smith 
1401 Springhill Lane NE
Massillon, OH 44646

Or Email To: director@springhillhistorichome.org 

Qualified applicants will be contacted shortly afterwards for interviews. 


