
 

 

Our Mission: We create, perform, teach and promote dance as an essential and inspiring element of 

our community.  

Culture: Everything we do at Nashville Ballet we do in furtherance of our mission. It is why we exist. Our 

Vision for 2020 is that Nashville Ballet will be recognized internationally as an artistically excellent center 

of dance that is innovative, influential and financially strong. Every employee at Nashville Ballet is in the 

unique position to live, impact and lead our culture.  

Our Enduring Values  

• We believe in the transformative power of art.  

• We inspire appreciation for the art of ballet.  

• We strive for excellence with integrity in all we do.  

• We respect one another and the art form.  

The understanding of and the ability to not only support but celebrate our culture is essential to each 

and every person at Nashville Ballet.  

Job Description for Spring 2019 Development Intern 

Reports To: Development Coordinator  

Area of Responsibility: Development  

Deadline: January 15, 2019 

Position Summary: Nashville Ballet’s Development Department seeks a responsible, detail-oriented 

intern who is eager to learn about the day-to-day operations of working in Development at a performing 

arts nonprofit. As the Development Intern, you will provide support for the day-to-day activities and 

database management in the Development department. You will work on special projects to execute 

accurate and timely entry of information into Tessitura, a CRM/donor database used by most 

performing arts nonprofits. Other responsibilities may include development and preparation of 

solicitation materials, support during special events, cross-departmental marketing and outreach 

projects, mailings, and general administrative tasks vital in keeping Nashville Ballet’s contributed income 

healthy and sustainable.  

Essential Functions and Responsibilities: Particularly, the development intern will:  

• Learn to use and actively work in Tessitura, Nashville Ballet’s CRM/ticketing database 

• Data uploads in Tessitura, particularly with cross-departmental data  

• Execute ongoing data cleansing projects as needed 

• Research prospective individual donors 

• Take part in the design process of support materials as needed 

• Assist with patron communication, cultivation, solicitation and stewardship 

• Assist with patron events as needed 



• This list is non-exhaustive 

Qualifications:  

• Excellent communication skills 

• Proficient in Excel and Word 

• Proactive, independent work style 

• Must be organized with close attention to detail 

• Available 2-3 days per week, not to exceed 15 hours per week 

• Available to work some evenings 

• Arts background not necessary but should have desire to learn more about individual giving in 

an arts nonprofit setting 

Logistics and Compensation: All internships are unpaid positions, though staff will work individually with 

students to meet and document requirements for academic credit. Housing is not included in the 

internship. Nashville Ballet Interns in the Fall and Spring are eligible for complimentary tickets to season 

performances and discounted classes.    

Physical Demands: The physical demands described here are a non-exhaustive list of those that must be 

met by an intern to successfully perform the essential functions of this position. Reasonable 

accommodations may be made to enable individuals with disabilities to perform essential functions. 

While performing the duties of this job, the employee is regularly required to handle, feel, talk and hear. 

The employee is frequently required to stand, walk, and reach with hands and arms above the shoulder. 

The employee is frequently required to sit and occasionally stoop, kneel, crouch or crawl. The employee 

must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  

To Apply: To be considered for the position, please email the items detailed below with your name as 

the file name to careers@nashvilleballet.com. Include “Development Internship” as the email’s subject 

line. Please submit all materials by January 15, 2019.  

• Cover letter indicating your preferred area of interest, your interest and/or background for 

working in the arts and your preferred start and end dates.   

• Résumé including present and permanent addresses, education, and work experience  

• One letter of recommendation, along with contact information, from professors, past 

supervisors, or others who can speak to your work ethic and skills. These may be submitted 

separately from other materials.  

• Incomplete submissions will not be considered, nor will submissions sent via postal mail or fax. 

No phone calls, please. 


