
DMV INTERNATIONAL FILM FESTIVAL
A Festival For the People.

2010-2011 Internship Program



The DMV International Film Festival is proud to offer our 2010-2011 Internship 
Programs - a platform for students to gain insight, experience, knowledge and skills in the 
operation of an international film festival.

About the DMV International Film Festival
DMVIFF will be held June 25-30 2010. The goal of the festival is to bring higher visibility to the 
independent Þlm makers, artist, musicians etc. of the DC area in one joint festival. We want to 
give these talents a platform to display their work and promote unity within the arts, while 
simultaneously introducing a new audience to an existing thriving art scene in DC. We are 
bridging the international audience past what is reßected in media to show the lifestyle and many 
talents of the area. 

DMVIFF's mission is to sustainably develop, unite, discover and enrich the cinema

talents in and of the DC, MD, VA and Internationally. In addition, DMVIFF includes

the entire community area offering residents unique participation for inclusiveness.

Providing organized information and resources related to cinema, motion pictures,

emerging technologies in order to enrich and support talents by bringing them every

possible advantage including potential emerging opportunities in technology, media,

transportation, community and more.

DMVIFF is dedicated to the talents, communities, emerging opportunities and resources

of motion picture creatives in or of the District of Columbia, Maryland, Virginia and

International communities.

Advantages of interning with DMVIFF

A DMVIFF internship brings a signiÞcant edge to students/individuals seeking career 
advancement. Employers look for persons who are self-conÞdent and knowledgeable of a 
multicultural world. Successful completion of a DMVIFF internship will further develop 
characteristics highly valued by companies and organizations in the real business world.



Length/Time of Internship

The DMVIFF internship is a temporary assignment that lasts approximately 12-16 weeks during 
a speciÞc year (one semester). Internships occurring during a given academic year typically 
require a commitment of 10-20 hours per week. However, the hours and length of the internship 
can be adjusted depending on the needs of the department and the availability of the student.

Types of DMVIFF Internships

The DMV International Film Festival offers various areas for internships. DMVIFF departments 
are listed below. A description of each department is also provided.

Marketing and Communications
Press Operations
Outreach
Corporate Relations
Membership (Miami Film Society)
Programming and Filmmaker Services
Business & Administration
Operations/Logistics 

Upon completion of a DMVIFF internship, the intern will be asked to complete an internship 
program evaluation form. In addition, the manager in charge of the department in which the 
internship was completed will also complete an intern appraisal form. 

Internship applications (April to June) are now being accepted.  

Interested? Please send your resume with cover letter to: 

P.O. Box 185 

Hyattsville, MD 20781

Email: Tanecia@dmviff.com

Phone: 202-413-9408

mailto:Tanecia@dmviff.com
mailto:Tanecia@dmviff.com


HOSPITALITY AND SPECIAL EVENTS

This Guest Services internship is designed to provide the successful candidate with an 
opportunity to gain experience, knowledge and skills in the fields of Hospitality Services, Guest 
Services, Travel, Customer Service and Special Events coordinating.

Responsibilities
Reports to the Sr. Guest Services Coordinator, the Sr. Events Coordinator and to the Assistant 
Director for Production

! Assist the Sr. Events Coordinator with researching events locations
! Assist the Sr. Events Coordinator with production of parties and events
! Update and the Festival’s database (FileMaker Pro) guest information
! Assist the Guest Service Coordinator with transportation, travel and hotel work
! Assist during the Festival at the Guest Relations Suite

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing and friendly personality
! Good writing and telephone skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency and knowledge of Microsoft Office
! Experience with FileMaker Pro a plus
! Fluency in English required
! Knowledge of languages other than English is a plus

Benefits
! Great introduction and experience in Hospitality Services, Guest Services and Customer 

Service in addition to exposure to aspects of the film industry
! Great opportunity to learn about what happens behind the scenes of an international film 

festival
! Class credit (if applicable)
! Resume builder



VOLUNTEER MANAGEMENT

This Volunteer Management internship is designed to provide the successful candidate with an 
opportunity to gain experience, knowledge and skills in the fields of Volunteer Management. 

Responsibilities
Reports to the Volunteer Coordinator and Assistant Director for Production

! Update and expand the Festival’s volunteer existing database 
! Assist with research of potential new ways to attract volunteers
! Assist with volunteer orientations
! Assist with special volunteers events 
! Assist during the Festival the Volunteer Coordinator 

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing and friendly personality
! Good writing and telephone skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency and knowledge of Microsoft Office
! Fluency in English required
! Knowledge of languages other than English is a plus

Benefits
! Great introduction and experience in Volunteer Management in addition to exposure to 

aspects of the film industry
! Great opportunity to learn about what happens behind the scenes of an international film 

festival
! Class credit (if applicable)
! Resume builder



DMVIFF Workshop AND FILM INDUSTRY OFFICE

This DMVIFF Workshop and Film Industry Office internship is designed to provide the 
successful candidate with an opportunity to gain experience, knowledge and skills in various 
fields within the Film Production, Film Marketing, and Film Distribution industries, as well as 
event planning and coordination. 

Responsibilities
Reports to the DMVIFF Workshop Coordinator and Industry Coordinator

! Assist DMVIFF Workshop Coordinator in all programming and administrative aspects 
related to the DMVIFF Workshop Series

o Conduct seminar topic research 
o Draft copy for DMVIFF Workshop  publications, including workshop topic 

summaries and panelist biographies
o Conduct research to identify local industry professionals for participation on 

panels
o Closely work with Festival staff/committee
o Assist with assembly of Workshop panelist welcome packages (letters, badges, 

tickets, etc.)
o Assist with the venue logistics and preparation
o Work with seminar panelists to coordinate seminar-specific information handouts 
o Work with seminar panelists to coordinate audio visual needs 
o Update database with all information
o Assist with volunteer management 
o And other duties as assigned

! Assist Industry Coordinator in all logistical and administrative aspects related to the 
DMVIFF Office Office 

o Conduct research on key industry guests and/or projects
o Assist in creation of Industry Guide
o Assist in processing of Film Industry Credential applications
o Welcome/greet visiting industry guests
o And other duties as assigned

Qualifications
! Ability to research effectively
! High attention to detail
! Excellent organizational skills and ability to multi-task  
! Resourceful and inclined to take initiative
! Excellent communication skills, written and verbal  
! Professional demeanor
! Experience in event organization and production



! Computer skills, including Microsoft Word, Excel, and databases
! Fluency in English required
! Access to vehicle preferred

Benefits
! Great introduction and experience in the Film Production, Film Marketing, and Film 

Distribution industries 
! Great opportunity to learn about what happens behind the scenes of an international film 

festival
! Class credit (if applicable)
! Resume builder



EDUCATION AND STUDENT SCREENINGS

This Education Through Film internship is designed to provide the successful candidate with an 
opportunity to gain experience, knowledge and skills in the fields of Film Festival operations, 
Social Impact Media, Activism and film presentation.

Responsibilities
Reports to the Director for Communications and Marketing

! Research social issues relating to selected World Outreach World Film programs and 
local community organizations

! Research possible panel participants for Education screenings/programs
! Assist in soliciting moderators and panelists as well as securing locations and alternate 

venues
! Research films appropriate for student screenings and possible ancillary activities
! Assist in communication between Education department and collaborators (e.g. DMV 

Public Schools, Coalition for the Homeless, Boy’s and Girls Club )
! Help develop discussion guides for World Outreach World Film screenings and panels
! Coordinate transportation of students and guests as well venue logistics, DMV Public 

Schools requirements and event coordination

Qualifications
! Community-minded and interested in addressing social issues
! Able to take initiative and be a leader when needed
! Experience in event coordination
! Excellent writing and verbal communications skills essential
! Excellent research skills
! Good phone personality
! Professional demeanor; outgoing and friendly personality
! Great organization skills with attention to details and reporting/taking notes
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficient knowledge of Microsoft Office
! Experience with databases preferred; experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English a plus

Benefits
! Great introduction and experience in Social Impact Media and community relations in 

addition to exposure to aspects of the film industry
! Great opportunity to learn about what happens behind the scenes of an international film 

festival



! Class credit (if applicable)
! Resume builder



TICKETING, THEATER OPERATIONS AND BUSINESS AFFAIRS

This Business and Information Technology Analyst internship is designed to provide the 
successful candidate with an opportunity to gain experience, knowledge and skills in the fields of 
Data Analysis, Ticketing Operations, Theater Operations, Systems Design, and Systems 
Training.

Responsibilities
Reports to the Assistant Director for Operations

! Design and implement database training for staff  
! Create and maintain DMVIFF FileMaker Pro Database manual
! Incorporate new modules of FileMaker Pro application 
! Analyze past DMVIFF ticket sales, identify trends, and recommend best-practice ticket 

operations
! Assist in organizing roll-call boxes and other ticketing and theater operation duties as 

needed.
! Assist in communication between theater managers, Director of Operations and ticketing 

office
! Other duties as assigned

Qualifications
! Strong analytic skills
! Math skills
! Ability to met deadlines
! Excellent written communication skills
! Excellent, methodical organizational skills
! Experience and/or classwork in Information Systems Design and Database Design
! Experience and/or classwork in Data Analysis
! Proficiency in Microsoft Excel and PowerPoint
! Fluency in English required

Benefits
! Great introduction and experience in Data Analysis, Ticketing Operations, Systems 

Design, and Systems Training in addition to exposure to aspects of the film industry
! Great opportunity to learn about what happens behind the scenes of an international film 

festival
! Class credit (if applicable)
! Resume builder



.MARKETING, OUTREACH AND COMMUNICATIONS

This internship is designed to provide the successful candidate with an opportunity to gain 
experience, knowledge and skills in the field of marketing, public relations and communications.

Responsibilities
Reports to the Director for Marketing & Communications and to the Sr. Outreach Coordinator

! Researches and indexes marketing data, archives, and photographs
! Collects marketing materials samples for creative brainstorming
! Researches marketing ideas and summarizes importance
! Researches and bookmarks useful websites  summarizes importance
! Assists with trafficking advertisements
! Assists with execution and completion of printed materials
! Assists with general administrative support
! Assist with special events including evening screenings, sneak previews, receptions,  and 

others
! Update and expand our existing database
! Assist with research and tracking potential outreach partners
! Assist in generating and sending e-Blasts to DMVIFF subscribers and Outreach database
! Distribute flyers, postcards, posters, and catalogues
! Assist with special events including evening screenings, sneak previews, receptions,  and 

others
! Assist with updating and expanding the Festival Distribution List

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing and friendly personality
! Excellent writing and communications skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency knowledge of Microsoft Office for PCs and InDesign for Macs
! Experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English a plus

Benefits



! Great introduction and experience in marketing and communications, cultivation and 
relationship management, some aspects of marketing and the film industry

! Great opportunity to learn about what happens behind the scenes of an international film 
festival

! Class credit (if applicable)
! Resume builder



PRESS OPERATIONS

This internship is designed to provide the successful candidate with an opportunity to gain 
experience, knowledge and skills in the fields of media and communications, press, and public 
relations.

Responsibilities
Reports to the Press Operations Coordinators

! Researches guests, assists in archiving and crediting photographs and collection 
biographical data

! Assist with updating and expanding existing database of press contacts
! Assist with building press reference and archival material
! Assist with building press clippings and index
! Asst in general administration support
! Assist with special events including evening screenings, sneak previews, receptions,  and 

others

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing and friendly personality
! Excellent writing and communications skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency knowledge of Microsoft Office
! Experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English is a plus

Benefits
! Great introduction and experience in film research, cultivation and relationship
! Great opportunity to learn about what happens behind the scenes of an international film 

festival
! Class credit (if applicable)
! Resume builder



 MEMBERSHIP (DMVIFF Insiders)

This internship is designed to provide the successful candidate with an opportunity to gain 
experience, knowledge and skills in the field of public relations, hospitality, and management.

Responsibilities
Reports to the Membership Manager

! Assist with the maintenance and updating of the membership database
! Assist with contacting members on a regular basis
! Serve as Concierge and Public Relations Representative to members of the DMVIFF 

Insiders
! Build and maintain positive relationships with members
! Assist with film screenings and other year-round programming
! Assist with special events including evening screenings, sneak previews, receptions,  and 

others
! Assist with the preparation of mailings and other administrative support
! Assist in the preparation of the “Playbill” packets
! Assist with the preparation of member badges
! Prepare and maintain member files
! Visit Festival venues (during the Festival)
! Compile information as related to the preparation of the Membership Wrap Report

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing friendly personality
! Excellent writing and communications skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency knowledge of Microsoft Office
! Experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English is a plus

Benefits
! Great introduction and experience in dealing with the general public, cultivation and 

relationship management in addition to exposure to some aspects of public relations



! Great opportunity to learn about what happens behind the scenes of an international film 
festival and film societies

! Class credit (if applicable)
! Resume builder



CORPORATE  RELATIONS

This internship is designed to provide the successful candidate with an opportunity to gain 
experience, knowledge, and skills in the field of corporate relations, sponsorship sales and 
development.

Responsibilities
Reports to the Sponsorship and Partnership Manager

! Research potential sponsors, present business focus, new products, and branding 
strategies

! Create contact database for potential sponsors
! Assist with contacts, proposals, and information as requested by the Sponsorship/

Partnership Manager
! Work with Sponsorship/Partnership Manager on cross-development ideas such as 

cultivating present members to be sponsors/”Angels”/ donors
! Assist with correspondence, proposals, follow up as sponsors are proposed and confirmed
! Track materials submitted by sponsors maintaining deadlines provided by DMVIFF 

including logos, ad artwork, and sponsor profiles
! Work with staff on requirements for sponsorship fulfillment such as tracking charts, 

follow up, key dates, ticketing, etc.
! Assist team to liaise with assigned group of sponsors at screenings and events during the 

Festival
! Other related duties as assigned.

Qualifications
! Detail-oriented, able to take instruction and take initiative
! Professional demeanor
! Outgoing and friendly personality
! Excellent writing and communications skills essential
! Must be able to express himself/herself clearly, thoroughly and politely
! Must be flexible
! Great organization skills and high attention to detail
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Proficiency knowledge of Microsoft Office
! Experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English is a plus

Benefits
! Great introduction and experience in film research, cultivation and relationship



! Great opportunity to learn about what happens behind the scenes of an international film 
festival

! Class credit (if applicable)
! Resume builder



FILM FESTIVAL DIRECTOR’S ASSISTANT

This Education Through Film internship is designed to provide the successful candidate with an 
opportunity to gain experience, knowledge and skills in the fields of Film Festival operations, 
Programming logistics and the film industry.

Responsibilities
Reports to the Festival Director

! Assist in logistical festival planning and problem solving
! Assist in communication between director and staff as well as director, festival guests and 

collaborators
! Research alternative venue(s) and media for Cutting the Edge section
! Coordinate logistics for Cutting the Edge program, including venue set-up, signage, 

audio/visual needs, volunteer recruitment and management, etc.
! Coordinate logistics for other Film programs as needed, including venue set-up, signage, 

audio/visual needs, volunteer recruitment and management, etc.
! Coordinate hospitality for VIP’s and Festival guests as needed (welcome packages, 

badges, tickets, etc.)

Qualifications
! Knowledge of film community 
! Knowledge of art world or art history background/ methodic research skills
! Ability to multi-task and exhibit consistent follow-through and can work under time 

constraints
! Experience in event coordination
! Excellent writing and verbal communications skills essential
! Able to follow instruction and to take initiative when needed
! Professional demeanor; outgoing and friendly personality
! Great organization skills and attention to details
! Proficient knowledge of Microsoft Office
! Experience with databases preferred; experience with FileMaker Pro a plus
! Access to vehicle preferred
! Fluency in English required
! Knowledge of languages other than English a plus
! Previous film festival experience preferred

Benefits
! Great introduction and experience to programming, hospitality and community and 

industry relations in addition to exposure to other aspects of the film industry
! Great introduction and experience to the art world and alternative media field
! Great opportunity to learn about what happens behind the scenes of an international film 

festival



! Class credit (if applicable)
! Resume builder


