
 

 

 
Arts Administration Internship 
Reports to the Executive Director 
 
The Glass Art Society (GAS) is an international non-profit organization founded in 1971 and 
works to connect, inspire, and empower all facets of the global glass community.  
 
The Arts Administration intern will gain practical work experience in nonprofit management and 
planning to support the international glass community. He or she will learn about each 
department and how they interact while gaining valuable knowledge and experience in 
leadership, special events, fundraising, communication, and program administration.  
 
GAS operates a virtual office, and this is a remote position. Applicants do not have to live in the 
United States or be currently enrolled in school. 
 
Typical Responsibilities: 

● Help prepare for annual Board orientation and planning retreat 
● Work with the Communications team to understand the various components of the 

organization’s communication efforts and how they work together 
● Work with Programs + Operation Manager to gain an understanding of relationship 

building, program logistics, and records management 
● Assist with planning, set-up, and/or management of regional events, cultivation, and 

the GAS Conference 
● Attend relevant staff, committee, and Board meetings, taking meeting notes and 

following up when needed 
● Assist with administrative duties such as data entry, file management, research, and 

form creation 

Desired Skills and Qualifications: 

Ideal candidates will have a passion for the arts, be hard-working, excited about being part of a 
vibrant international community, and brimming with creative ideas. 

● A strong background, familiarity, or interest in the arts  
● Working knowledge of Microsoft Office and/or Google Docs 
● Possess excellent verbal and written communication skills and be comfortable making 

phone calls and initiating email communications with partners, members, and donors 
● Ability to work well under pressure, with multiple projects at once, and within deadlines 

with a positive attitude 

 



 

● Have a proven ability to work collaboratively with diverse groups of individuals  
● Be highly self-motivated and goal-oriented  
● Possess emotional maturity, self-confidence, and a sense of humor 
● A background or knowledge of glass is a plus 

Internship Benefits:  

● Complimentary membership to Glass Art Society 
● Complimentary pass to VIRTUAL 2021 
● Connection to a network of glass artists, experts, and administrators 
● Mentorship from our professional staff. 
● Professional work experience and training. 

 
Internship Parameters  

Glass Art Society offers part-time internships throughout the year for students and 
non-students alike. GAS offers unpaid internships, although students may be eligible to earn 
academic credit. Credit is managed through individual academic institutions, and students are 
required to coordinate all details of receiving credit. GAS will provide the necessary support 
upon request, and interns may be qualified to receive letters of recommendation to potential 
future employers.  

 
Time Commitment  

A commitment of at least 5-8 hours/week is required, along with a 12-month commitment. GAS 
will make every effort to afford the intern the greatest possible flexibility in scheduling 
internship hours during office and event hours.  

 
Application Procedures  

Interested in an Arts Administration Internship at GAS? Send your resume and a letter 
explaining your background and areas of interest to our info@glassart.org. 

 

The Glass Art Society believes that diversity and inclusion are essential to fulfilling its mission. We 
value the perspectives and contributions of all people and want to inspire and nurture the human 
spirit. Our community is made up of varied beliefs, ideas, world views, and personal characteristics. 
We are committed to fostering a global community that welcomes and respects everyone regardless 
of age, ability, ethnicity, race, religion, philosophical or political beliefs, sexual orientation, gender 
identity or expression, nationality, geographic origin, and socioeconomic status.  
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