
Title: Production Intern 

Reports to: Director of Production 

Location: Charleston, South Carolina 

Hours: 10 hours per week, Monday through Friday. Occasional weekends and 

evenings may be required. Regularly scheduled intern hours will be up to the 

discretion of the intern supervisor.  

Organization Background: 

The Charleston Gaillard Center is an 1,800-seat performance hall located in 

Charleston, South Carolina. The newly constructed facility also contains 16,000 

square feet of exhibit and meeting space, along with office and public spaces. The 

Charleston Gaillard Management Corporation is a non-profit 501c3 organization 

responsible for managing the facility.  

The Gaillard Center's mission is to provide the Lowcountry with a world-class 

performance hall, elegant venue space, and vibrant educational opportunities 

inspiring our dynamic community through the power of the performing arts. We 

seek to enrich the diverse community of Charleston with artistic and cultural 

experiences that are accessible and unique, and to serve as an education resource 

for generations to come. For more information about the Charleston Gaillard 

Center, please visit http://www.gaillardcenter.org. 

Position Summary: 

The production intern works alongside the production team, reporting directly to 

the Production Director and production team in their daily work and long-term 

goal achievement. Tasks and routine assignments vary depending on the scope of 

upcoming events and current needs of the department, but will encompass items 

from the below responsibilities and learning objectives.  

http://www.gaillardcenter.org/


 Responsibilities: 

 Correspond with volunteers, helping to answer questions, provide

feedback, and deal with complaints in a positive, appropriate manner.

 Work on special projects, helping move them forward, with oversight

from Director of Production and Event Managers. This could include

planning new appreciation efforts, special events (like end of year

awards ceremony), procuring supplies (i.e. flashlights),

 Assist with ushering and house management duties

 Assist with hours tracking, data upkeep, and reporting for the

volunteer program.

 Assist with volunteer interview process, organization and tracking of

program applications, scheduling interviews and orientations, and

assisting with training.

 Attend house meetings with clients to collect and record critical event

information

 Help oversee events and event-staff from set-up through strike.

 Work with in-house staff, local vendors, and rental clients to ensure

event success.

 Assist with artist hospitality, meet and greets, etc. as needed

 Act as a member of the usher corps or house management team for

multiple shows a semester

 Assist with show advance as needed, and helping record critical

information for distribution

 Work in the schedule and booking system

 Data input in the booking software

 Interface with clients to schedule house meetings

 Assist with potential client tours of the space(s)

 Assist with report creation and distribution

Objectives of Internship: 

 Establishing, Managing and Growing a Volunteer Program

 Roles and Duties in Event Production
 Roles and Duties in Theatrical/Show Production

 Roles and Duties in Venue Operations



Position Requirements: 

 Applicant should have classroom or practical experience working in an arts or

event-based atmosphere.

 Arts management majors preferred but not required.

 Must possess excellent time-management skills.

 Be very organized, detail-oriented, results-oriented, highly self-motivated

with exceptional customer service skills and a demonstrated ability to handle

multiple tasks simultaneously

 Must possess excellent time-management skills

 Strong analytical and critical thinking skills required

 Possess excellent written and verbal communication skills

 Be experienced with database management, MS Word, Excel, and website

content management systems

 Have the ability to work on time and to a high standard

 Must work well and thrive in high pressure situations

 Be able to work cooperatively with the public, management and production

participants

Compensation: 

Paid stipend of $500 upon successful completion of internship. 

To Apply:  

Please send resume and cover letter to Kiana Kim at 

kkim@gaillardcenter.org. 

Applications will be reviewed on a rolling basis and applicants will be notified if 
selected for interview. Please no phone calls. 

mailto:kbiscopink@gaillardcenter.org

