
Howell Area Parks and Recreation Authority 

Job Description: Special Events Intern  

Position Summary: 

The Special Events Intern is responsible for providing support for the Festivals and Special 

Events programs. The intern will report to the Festivals and Events Manager and assist 

with all business needs related to program planning and execution. The intern will take 

on and launch a full program from start to finish, as well as help coordinate portions of 

the Howell Melon Festival, Legend of Sleepy Howell festival and other events. Detailed 

follow-ups will be administered to ensure project goals are achieved efficiently and 

professionally. Our internship will allow students the opportunity to obtain valuable 

applicable work experience in a fast-pased, challenging enviroment. A stipend will be 

provided with this internship.  

The Special Event Intern’s primary duties include but are not limited to: 

 Utilize programming software to schedule upcoming events 

 Social marketing execution and support 

 Create connections with local businesses and organizations 

 Organize vendors and sponsors for special events 

 Create contracts for entertainment and support services 

 Submit applications to various local government agencies 

 Purchase supplies for events and programs 

 Play an integral role in all aspects of the organization as needed 

 Other projects as assigned 

Qualifications: 

 Excellent customer service skills 

 Ability to take initiative, employ good judgement, and manage projects from 

beginning to end 

 Excellent writing, editing, and proofreading  

 Excellent computer knowledge with proficiency in Microsoft Word and Excel 

 Ability to multitask in a fast-paced environment 

 Ability to meet deadlines and to anticipated next steps or needs 

 Ability to see opportunities and anticipate the market 

 Strong interpersonal/communication skills 

 Self-motivated, open to learning and sharing new ideas 

 Must be flexible and available to work 20-35 hrs/wk (some weekends included)  

For more information please contact Amelia Purdy-Ketchum, Festival and Event Manager at 

apk@howellrecreation.org or call 517.579.2867. 
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