
 
 
Internships at the Levitt Shell  are a way for talented college students to do more than 
interact with professionals in fields that interest them – our internships serve as gateways for students to 
partake in making the vision that we have for the Levitt Shell a reality. Our mission is building community 
through free music and education, finding common ground in a diverse audience. 
 
Title  
Sales + Hospitality Intern 
 
Description  
The Sales + Hospitality Intern will assist the Operations and Development Teams with their goal of 
maintaining a premier event venue at the Levitt Shell. By acting in an assistant role and helping with the 
promotion, preparation, and upkeep of event spaces, helping to manage data and contracts, and 
managing logistics of spaces on event days, the intern will be an integral piece of this team and their 
mission to offer high quality hospitality to our clients. 
 
Major Areas of Responsibil i ty  
Assisting the Operations Team as needed with contracts and generation of documents 
Calling area companies and organizations to generate interest in the LS for meetings and events 
Assist with detailing of events and ensuring that all timelines are being met on the day of event 
Overseeing the move-in of facility supplies and equipment (chairs/tables/etc.) 
 
Desired Qualif ications + Requirements 
Experience with Microsoft Office 
Previous event/group sales, banquets, catering experience a plus  
Ability to schedule and coordinate projects 
Strong organizational skills 
Strong communication and people skills 
Ability to work in fast paced environment  
Ability to meet with team, access needs and complete tasks 
Driver’s license & personal vehicle 
 
Education + Experience  
Current college student with at least 2 years of college completed 
Majors with coursework in event planning and/or hospitality a plus 
 
Physical Demands + Working Environment  
Must be able to work in a typical office environment and work on a computer for long periods of time 
Must be able to lift/move tables and chairs and assist with room setup and breakdown 
 
Hours + Duration of Internship  
As specified by University requirements; flexible according to intern’s overall schedule. 

To apply, visit www.levittshell .org/job-openings. 


