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CNY Arts, Inc. 
Time Commitment: 10-15 hours per week in-office (flexible/negotiable) 

CNY Arts, a regional arts council that promotes, supports, and celebrates arts and culture in Central New York, is seeking an administrative assistant intern interested in gaining experience working in a nonprofit arts and cultural organization. This internship provides assistance to cny arts staff members working on reGRANT and community/public programs that support arts and culture providers in six+ Central New York Counties. The INTERNSHIP ALSO PROVIDES SUPPORT TO GENERAL OFFICE OPERATIONS.
This position will support day-to-day agency operations through implementing administrative systems, procedures, and policies. The intern will perform a variety of administrative functions, including answering phones, transferring calls, greeting guests, data entry, document preparation, filing, and other clerical tasks, and may assist with other project support work assigned by CNY Arts staff, management, and leadership. This is an excellent opportunity for someone thinking about a career in the nonprofit arts or other nonprofit sector or who wishes to gain a practical and varied base of professional experience as an administrative assistant that will be applicable to a variety of business and organizational settings. 
Job duties may include any combination of some or all of the following tasks, depending on agency needs, projects in process, and time of the year:
General Job Duties
· Provide general administrative and clerical support including data entry, mailing, scanning, and copying.
· Answer phones, transfer calls, and take messages.
· Prepare, modify, and/or proof documents as requested, such as correspondence, reports, memos, newsletters, invitations, and e-mails.
· Assist with the resolution of administrative issues by coordinating preparation of reports, analyzing data, and identifying solutions.
· Support scheduling of events/meetings for staff and leadership.
· Assist with maintenance and/or creation of filing systems.
Events Coordination
· Support logistics involved with meetings and events, such as printing agendas, assembling folders/materials and supplies, investigating/arranging for venues and catering, and coordinating with office staff.
· Maintain RSVPs for meetings and events and create sign-in sheets.
· Prepare and send Doodle polls.
· Prepare check requests for reimbursement for staff/vendors. 
· Assist with setup, sign-in, and pack-up on-site at events as needed (within agreed hours of internship).
Major projects 
· Assist in planning and communications associated with annual On My Own Time program.
· Work in collaboration with the Administrative Manager on logistics for On My Own Time adjudications.
· Create early drafts of the On My Own Time catalog.
· Assist with Teaching Artist workshop planning, communication, and logistics as necessary.
· Assist with Syracuse Art Trail planning and coordination.
grant/REGRANT programs
· Support administrative execution of final reports, grant applications, and internal reporting for regrant programs.
· Support the Grants team with responding to constituent requests such as directing applicants/grantees to technical assistance sites/offerings, sending application materials, communicating grant requirements and processes.
· Support internal reporting of grant programs through assistance with collecting data, data entry, and creating dynamic reports from multiple sources.
Other Responsibilities May Include: 
· General assistance to CNY Arts staff and leadership team

 Requirements
Intern must have demonstrated ability to work with minimal supervision and achieve measurable goals, and be highly motivated. Successful candidates will possess excellent verbal/written communication skills, with an eye for detail, and must have medium to high proficiency in Word, Excel, and Google Drive (docs & sheets). Interns will often work with the public and therefore must be personable and professional. All volunteers and interns at CNY Arts must disclose all conflicts of interest and sign a confidentiality and conflict of interest form. 

PREFERRED SKILLS (We understand some skills may be in development or training may be needed.)
· Experience or familiarity with Adobe Reader and Adobe Acrobat
· Some experience using a desktop publishing program, such as Canva, PageMaker, Corel, or Publisher 
· Some volunteer or work experience in an office setting

Please submit a resume and cover letter to: jobs@cnyarts.org

If you have any questions please contact Scott Jackoway at sjackoway@cnyarts.org or 315-435-2157
CNY Arts, Inc.
Carnegie Building
335 Montgomery Street
Syracuse, NY 13202
cnyarts.org 
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