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Erasmus Internship Description / Application
Deveron Projects

Deveron Projects is an arts organisation based in the rural market town of Huntly, Scotland. Through creative critical work we aim to contribute to the social wellbeing of the town, connecting artists, communities and places.

Deveron Projects has no building, instead the town is the venue; acting as studio, gallery and stage for artists of all disciplines invited from around the world to live and work here. Through artist driven projects we explore, map, inhabit and activate new spaces and places around Huntly. We believe artists are cultural activists that can energise people and communities, adding vitality to our society. By utilising creative and playful processes art can be employed to untangle and overcome real-life challenges, invent and enact alternative possibilities, and help solve problems. 

More on Deveron Projects, its artists, project and concepts on www.deveron-projects.com
Intern Position

The Intern will be involved in all facets of daily operations and will be a vital part of the Deveron Projects team.

This is a unique training opportunity for young professionals seeking work experience in event management, office administration and marketing, and cultural work.
Task list
Office Administration 
Maintenance and update of project archives and reports 
Assistance with accounting and filing
Maintenance and development of Deveron Projects’ digital communications 

Assistance with Marketing 
Assistance in the development and maintenance of website 
Assistance in advertising and event promotion
Upkeep of data base
General Assistance with Deveron Projects
Attending staff meetings
Booking venues / arranging transport
Liaising with artsists, community groups and members
Assistance with delivery of programme
HOW TO APPLY

Applicants should send a letter of intent and a CV in the first instance.

Please send:

· a (one page) covering letter describing how you would relate your education, training, work experience and any other experience (e.g. voluntary) to the requirements of the post. (800 words maximum)
· CV

to: Rachael Disbury rachael@deveron-projects.comjoss@deveron-projects.com
Please mark clearly ‘Erasmus Intern Application – your name’ in Subject Header.
Short-listed candidates will be interviewed by skype. 
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Task Description

Events Management and delivery of Programme
· Liaising with and booking venues
· Organising transport

· Event installation
· Supporting artists in delivery

Office Administration
· Maintenance and update of project archives and reports
· Recording press values and maintain press archive

· Assistance with financial record keeping and accountancy

· Managing Office calendars

· Upkeep of online data base
Assistance with Marketing and Digital Communications
· Assistance in the development and maintenance of website
· Assistance in the maintenance and management of social media channels 

· Assistance in analysis of digital statistics

· Delivery of digital communication strategy
· Assistance in marketing of events locally and nationally

Requirements - essential

· administrative skills

· drafting skills

· IT handling skills

· be a good team worker, while having a strong ability to work on own initiative 

· ability to work unsocial hours 

Requirements - desired
· ability to relate and work well with people from all walks of life, in particular Deveron Projects’ main clients: artists of all disciplines and people living in the rural locality 

· welcoming and assisting attitude towards artists and any other guests

· affinity and experience with the visual and other art forms

· an interest in walking and cooking would be of advantage
· a keen interest in developing a career in cultural sector
Training

Additional training opportunities can be discussed after appointment.

Reporting

The Intern will report to the Director, Claudia Zeiske.
Remunerations/Conditions

No remuneration is offered, internship costs should be covered by Erasmus grant. Accommodation will be provided in shared house. Costs towards travel may also be included. 
Working Hours, Benefits and Holiday Arrangements

This is a full-time position.

Due to the nature of the work, the post requires to work flexible hours on occasions, to include unsocial and weekend times when events are happening. 

The position is normally offered for 3 months 

Start: TBC
A probationary period of one month from issuing the contract applies. 

