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INTERNSHIP PROGRAM
Spring/Summer 2011
  www.menloparklegends.com
POSITION OVERVIEW  
*ALL INTERNSHIPS WILL START IN THE BENINING OF MARCH AND GO THROUGH THE END OF JULY. DAYS AND HOURS REQUIRED WILL VARY BASED ON THE LEVEL OF THE POSITION.
Administrative and Communications Interns:

Assistant to Communications Director: works closely with the communications director to assist with community outreach for local business sponsors and promotions as well as putting together various marketing materials 
Event Coordinator: facilitate special events as well as continually brainstorming and proposing new event ideas 
Social Media/Blogger: helps to maintain all ‘Legend’ social media handles (i.e. Twitter and Facebook) as well as providing content for the ‘Legend’ blog 
Treasurer: in charge of all finances, depositing all checks, oversees and manages the budget, and relinquishes funds
Website Manager: manages all web content 
Game Day and Camp Operations Interns:

Assistant to General Manager: work closely with the General Manager to assist in managing team operations. 
Athletic Trainer:  help to prevent and treat injured players 
Game Day Operations: assist in the day of game responsibilities 
Guest Relations (Paid): entertain and oversee youth during game and after camp hours 
PA Announcer: assists with in-game broadcasts  
Retail and Craft Services: sell snacks, drinks, and bbq as well as sell a variety of ‘Legends’ merchandise 
Statistician: keep track of player’s stats and score book 
ROLES AND RESPONSIBILITIES  

Assistant to General Manager: (Full-time)
Day to day responsibilities will vary. They will work very closely with the GM to ensure all team needs are met. This position is a great learning opportunity to understand he ins and outs of managing a sports team and running a small business. Ideal candidates are people that love baseball and are interested in sports management. Some of their responsibilities will include:

· Attend all home games

· Assist with game operations
· Book umpires for all games 
· Booking hotels for away games

· Transportation

· Put together directions to games for parents

· Look in to transportation and possible buses to away games

· Work with treasure to figure out realistic budget for travel 

We are looking for someone who likes to work in a team environment and is willing to work odd hours and fully commit to the success of the team and the business as a whole. 

Assistant to Communications Director: (Full-time) 
Day to day responsibilities will vary. This person will work very closely with the Communications Director to assist with a variety of marketing/ PR/ and event opportunities. Some of the responsibilities will include:

· Work with local businesses to facilitate promotions and sponsorships

·  Maintain community awareness and involvement by creating:

· Banners

· Media Guides (includes; schedule, roster, stats, history, sponsor info, host family info)
· Brochures

· Obtain a sponsorship from a bat company (to get good deals on wood bats)
· Assist with the start of the ‘Legends’ online store

· Drop flyers off at little league games 

· Help recruit people to sing national anthem 

· Help to put together raffle items
We are looking for a PR/Marketing or Communications major and someone who has a flexible schedule. 
Athletic Trainer: (Part-time)
Camp Director: (Full-time/Paid)

Will work closely with the GM and players to handle day to day camp activities and itinerary and will play a large role in the managing and making sure camp runs smoothly. Some of the responsibilities will include: 

· Send confirmation email to parents a week before camp start date with:

· Days and times of camps

· Pricing/Receipt 

· Itinerary 

· Any additional information 
· Be the first on site in the morning and the last to leave at night

We are looking for someone with past experience working with kids or working as a camp counselor. 

Event Coordinator: (Part-time)

Will work closely with the Communications Director to not only facilitate but also see through events from start to finish. Some of the responsibilities will include: 

· Put together contribution/donation letters

· Contact Ronald McDonald house about an event 

· Brainstorm and propose other community involvement/service events
· Help plan and facilitate fundraiser/raffle 

· Set up potluck dinner

· Help plan and facilitate a special event for opening day 

We are looking for someone who wants to gain experience in the events business and already has some prior knowledge in the field. 

Game Day Operations: (Part-time)
Will work with the GM and other interns to ensure homes games run smoothly. This person will be required to attend every home game and be on site before the game starts and one of the last to leave. Some of the responsibilities will include:

· Make sure all umpires show up 
·  Set up tents for shade

· Put up all sponsorship signs/posters

· Make sure all merchandise is set up

· Set up speakers and booth for announcer/scoreboard 

· Set up signs on the road outside the game to drive traffic

· Keep field and surrounding areas clean

· If there is a prize, make sure winner are given the appropriate prize

Guest Relations: (Full-time summer/Paid) 

Will work closely with the Camp director and the GM. This person must be good with kids and have some type of experience working with them. The main responsibilities of this position will be:

· Hang out with the kids after camp until their parents pick them up

· 2:30 – 5pm

· 5 weeks during the summer
· Attend all home games

· Engage with kids in between innings (play games)

We are looking for someone who loves kids. Having babysitting experience and CPR training is a plus. 

PA Announcer
*Position already filled for 2011 season 

Retail and Craft Services: (Part-time)
This person will be required to attend all home games. They will be in charge of bbqing for fans and selling drinks and snacks as well as selling and promoting Menlo Park Legends Merchandise. The main responsibilities of this position:

· Attending all home games

· Setting up snack shack and bbq
· Make sure area is kept clean 

We are looking for someone with an upbeat personality that loves people and loves to cook. 

Social Media/ Blogger: (Part-time)

This person will work closely with the Communications Director and will play a large role in blogging and contributing content to the ‘Legends’ facebook and twitter handle. Some of the responsibilities will include:

· Tweeting relevant content multiple times a day

· Write a blog for every game

· Update Facbook page

· Create Facebook events (when needed)

The roles and responsibilities of this position are subject to change, we are looking for a social media guru and someone who has some experience with writing/blogging 

Statistician: (Part-time)

This person will be required to attend every game. We are looking for someone that loves baseball and has an understanding of the game. This person will keep a scorebook for each game as well as provide stats for each player. They will be responsible for providing the stats to the Website manager to get the stats up on the site after every game. 
Website Manager:

This person will work closely with the GM and the third party web company. The hours will vary from week to week. They are not required to attend every game. Some of the responsibilities of this position are:  

· Post host family info
· Make the advertising for the camp have more of a presence on the homepage

· List players that have moved on to pros or who have moved on to 4 yr schools

· Create a donation/contribution page

· Provide more pictures 

· Upload stats after every game

· Work with social media/blogger intern to get blog posts up twice a week

We are looking for someone with relevant experience in the field, understands web design, and loves baseball
