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This opportunity is for the person looking to get valuable experience in all aspects of corporate event management.   This position will give someone the opportunity to learn invaluable experience of the event planning industry. You will gain direct “hands on” experience in the aforementioned areas while developing an understanding of event coordination and planning that supports a marketing and events services organization. Event Planning internships offer an experience which entails a variety of responsibilities that support all facets of planning events such as contract negotiations, venue research, floor management, special events coordination, programming, etc. 
Organization

eWomenNetwork is the premier women’s business network in North America. With over 113 chapters throughout the U.S. and Canada, eWomenNetwork is an International community of women entrepreneurs and business professionals who are committed to helping women grow their business.  eWomenNetwork provides a comprehensive suite of services that enable women to market and showcase who they are and what they have to offer.  We are North America’s largest women’s business event company, producing more than 2,000 events annually, each uniquely crafted to facilitate connections between corporations, entrepreneurs and corporate professionals. 
Specific activities will include:   
· Assist and work directly with the Conference Manager in various areas, such as venue research, floor management, and special events coordination.
· Identify the objectives of the event and determine the requirements that must be met to accomplish those objectives. 
· Assist in establishing and monitoring budgets and make sure spending does not exceed budgetary allowances. 

· Coordinate all services for events, such as accommodation and transportation for participants, catering, displays and centerpieces, audiovisual equipment, printing and security. 

· Organize the registration of participants, prepare programs and promotional materials.
· Plan entertainment and social gatherings for special events. 

Qualifications

· College Junior or Senior;
· Minimum GPA of 3.0/4.0

· Hospitality, Event Management or General Business Majors preferred
· Excellent written and verbal communication skills, creative instincts, attention to detail and organization, people interaction skills, flexibility and openness to change

· Proficient with Microsoft Office, Excel and Outlook 

Internship Periods

Spring (March through May), Summer (June through August). Interns are required to work 20 hours a week; however, the scheduling of these hours is at the intern's discretion. This is an unpaid internship.

Eligibility

College student or graduate.  Ideal candidates are those students seeking event planning and management experience.

Application Process

Interested applicants please email a resume and references to Bridget Moore at Bridget.Moore@eWomenNetwork.net or via fax to (972) 720-9995.  
