16th Street Theater

Description of Internships and Duties

PLAYWRITING INTERN

Acts as Literary Associate and dramaturg, working closely with Artistic Director and playwrights-in-residence 

Duties:

· Manage submitted plays

· Correspond with playwrights

· Read and critique submitted plays

· Suggest and Set up readings

· When in production, attend rehearsals as dramaturg

· Help create lobby display and playbill for current play in collaboration with Directing Intern

Availability requirements: 5 – 10 hours a week when not in production (daytime hours and some from home), 

20-30 hours a week when in production (evenings) 
DIRECTING INTERN

Assistant Direct a production at 16th Street
Duties:

· Attend production meetings

· Attend and participate in all rehearsals and note sessions

· One-on-one meetings with director

· Keep rehearsal blog

· Help create lobby display and playbill for current play in collaboration with Playwriting Intern Availability requirements: 20-30 hours a week when in production (evenings)

ACTING INTERN or CASTING INTERN

Works closely with Artistic Director on casting, coordinating auditions and managing actor files 
Duties:

· Manage casting files and actor submissions

· Correspond with actors

· Work with director to set up auditions 

· Attend auditions, casting sessions and callbacks

· Understudy a show if appropriate (requires formal audition)
· May sit-in on rehearsals when in production

· Collect and manage bios for website and playbill

Availability requirements: 5 – 10 hours a week when not in production (daytime hours best, some evenings possible), 20-30 hours a week when in production (evenings)

STAGE MANAGEMENT INTERN

Assist stage manager with all aspects of rehearsal and performances 

Duties:

· Assist with managing actors, managing space, managing props and managing time

· Taking and giving line notes

· Assist with production management and coordinating designers re: schedules, needs & financials. 

· Production responsibilities may include work backstage during performances or running lights and/or sound

Availability requirements:  This is a big commitment!  Must be available for all rehearsals and performances. 25-30 hours a week when in production (Rehearsals typically Su-Th evenings.  Performances typically Th-Fr 7:30 PM, Sat 5:00 PM & 8:00 PM.)

ARTISTIC ASSOCIATE INTERN
Works directly with Artistic Director on all aspects of running 16th Street.  This internship will be geared toward your strengths and areas of interest and expertise.  See the varied possible areas of focus below. 
Duties:

· Marketing: Writing press releases, creating press packs, managing distribution of materials

· Audience Development: maintaining database, group sales, writing email updates

· Casting: If no acting or casting intern, takes over casting duties

· Production: Assists on production needs and with season selection

· Facility: Assisting with scheduling and organization of theater space

· May sit-in on rehearsals when in production

Availability requirements:  10-30 hours a week (daytime hours best, some evenings possible)
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Intern Application







16th Street Theater

Intern Application – Continued


I:  CONTACT INFORMATION – Please provide the following:





NAME:  										





ADDRESS:





CITY / STATE / ZIP:  								





PHONE:





E-MAIL:


										


												  




















IV:  QUESTIONS – Please answer the following:





















































Out of room? More we should know? Continue on the next page:






























































II:  AVAILABILITY – Please mark an “X” in the schedule below during times when you are unavailable:


		            MON	           TUE	         WED	       THUR	         FRI	       SAT





10 AM – 5 PM�



   �
�
�
�
�
�
�



5 PM – 10 PM�
�
�
�
�
�
�
�



When is the earliest you can start?  Month/date/year:____________________________________ ___________________________________________________








III:  INTERNSHIP PREFERENCE – Please rank in order (1 – 5) from your 1st choice to 5th choice:








Playwriting:   �



Acting/Casting: �



Stage Management: �



Directing:   �



Artistic Associate:�
�






             


         





  





1. What do you bring to an internship with 16th Street Theater? 









































		





2.  What do you hope to gain from an internship at 16th Street?















































IV:  QUESTIONS – continued:
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V:  COMMENTS (Optional) – Anything else you think we should know? Leave it here:





Please e-mail completed applications to: ann@16thstreettheater.org








