
 
 

Public Relations Intern 
Department: Marketing 
Supervised By: Director of Marketing & Communications 
Supervises: N/A 
FLSA Status: Non-Exempt 
 
The mission of the Wallis Annenberg Center for the Performing Arts (aka “The Wallis”) is to create, 
present, and celebrate unique performing arts events and educational programs that reflect the rich cultural 
diversity of our community. 
 
DESCRIPTION 

 

The Public Relations Intern will support the Communications and Marketing team in executing public relations 
and social media strategies for summer theater productions happening at The Wallis, as well as preparation for 
the 2018-19 Season. This includes, but is not limited to, assisting in the drafting of press releases and other 
collateral, attending brainstorming sessions, performing database updates, updating event/calendar listings, 
working press events, maintaining press and RSVP lists, researching press and community outreach groups, 
creating content for social media, and more. 
 

REQUIREMENTS 

 

 Strong affinity for and knowledge of the performing arts is desirable. 

 Public Relations or Arts Marketing Majors (or related fields) preferred. 

 Strong writing skills. 

 Strong Organizational skills. 

 Knowledge of social media platforms. 

 Must be a self-starter and able to handle multiple tasks concurrently. 

 Ability to take direction well and work under pressure in a fast-paced, energetic and creative work 
environment. 

 Familiarity with the Microsoft Office Suite. 
 
KEY RESPONSIBILITIES 

 

Daily Duties: 
 
The intern will function as a member of our team-oriented marketing/PR staff, and will assist with day-today 
duties shared by department members: making/fielding phone calls on behalf of the Marketing Department, 
scheduling meetings, attending meetings, generating notes, creating social media content, light marketing 
tasks, community and grassroots outreach, etc. 
 
Project Duties: 
 

The intern will help draft publicity materials for theater productions, assemble press kits, compile RSVP lists, 
assist at press events, learn how to properly pitch journalists, and compile press breaks relating to The Wallis. 
In preparation for the 2018-19 season (which will launch in the fall 2018), the intern will assist with duties 
including completing event listings, assisting in long-lead outreach, researching and compiling social media 
assets for season programming, and more. The intern will leave the internship with a sense of how a public 
relations campaign surrounding a theater production is implemented, along with some real-life experience 
working as a PR rep for a performing arts center. 
 
 
 
 

http://thewallis.org/


 
 
PHYSICAL DEMANDS 

 
While performing the essential functions of this job, the incumbent must be able to do the following: stand for 
extended periods; sit for extended periods; bend and reach for filing and other job-related functions; climb up 
and down stairs; bend, stoop, and lift to move and retrieve materials; pull, push, and lift; reach both above and 
below shoulder height.  Specific visual abilities include close vision, color vision, depth perception, and the 
ability to adjust focus.  Must be able to visually inspect work.  Manual dexterity to operate computer and other 
office equipment required.   
 
The physical demands described above are representative of those that must be met by an employee to  
successfully perform the essential functions of this job. Reasonable accommodations may be made. 
 
 
 


