TEXAS MONTHLY
INTERNSHIPS

Internships are available each semester (fall, spring, and summer). All internships are unpaid and available only to students enrolled in an accredited academic program at the time of the internship. Internship applications will only be considered if you are seeking an internship for credit or if you receive approval from your university to intern with us. All internships include a 20% job shadowing experience. If you are interested in gaining valuable experience in any of the departments listed below, please send a résumé and cover letter specifying the department(s) in which you would like to intern: 
INTERNSHIP COORDINATOR

TEXAS MONTHLY

P.O. BOX 1569

AUSTIN, TEXAS 78767-1569

internships@texasmonthly.com

Fax: 512.476.9007
DEPARTMENTS: AUSTIN, TX (78705)
ACCOUNTING

ADVERTISING & SALES DEVLEOPMENT

ADVERTISING RESEARCH
ART
AUDIENCE DEVELOPMENT
CUSTOM PUBLISHING
DIGITAL
EDITORIAL

GENERAL ADMINISTRATION & HUMAN RESOURCES

MARKETING 

PRODUCTION

TECHNOLOGY

DEPARTMENTS: HOUSTON, TX (77027) AND DALLAS, TX (75204)
ADVERTISING SALES

TEXAS MONTHLY MAGAZINE

INTERNSHIP JOB DESCRIPTIONS

*ACCOUNTING

The accounting department has one opening each semester for an intern. This is an excellent opportunity for an individual interested in accounting, advertising, and communications. Interns will be able to experience daily accounting processes and be a part of a corporate environment. Must have good communication skills, be well organized, detail-oriented, and self-motivated. Duties include assisting with advertiser credit applications, filing, typing, faxing, and assisting with mailings and other clerical tasks. Some accounting projects will be assigned as needed throughout the semester. Knowledge of MS Excel and MS Word is required.

*ADVERTISING & SALES DEVELOPMENT
Three interns are needed to assist the Austin advertising and sales department and the advertising sales representatives who handle in-house mail order and classified sales.  The interns will aid the departments in assembling media kits for advertisers, completing special projects for Account Managers, and assisting with mailings. Intern duties will include routing mail, typing, filing, faxing, phone prospecting, database management, and updating sales tools.

Interaction with the Austin Sales Team and other departments will offer a good introduction into a corporate environment and the publishing world.  This is a fast-moving, dynamic work environment best-suited to students interested in: advertising, sales, communications, marketing, research, or promotions.
*ADVERTISING RESEARCH

One intern is needed for 15-20 hours/week each semester.  This internship is geared towards analytically-oriented students.  Interns will be afforded a higher degree of responsibilities, conducting research and drafting the following types of reports: Market Analysis, Demographic Research, Web Traffic Analysis, Magazine Circulation Analysis, Readership Surveys, and Historical Product Advertising Analysis.
Interns will work directly under the VP of Research and will quickly become familiar with publishing industry standards, including: MagAdvisor, AdData Express, Qualtrics, Survey Monkey, The Media Audit, Gfk MRI, Google Analytics, HBX Hitbox Web Analytics, and Brightcove.
Experience with Microsoft Excel is required, and familiarity with pivot tables and previous coursework in Market Research is recommended.  Interns capable of handling large data sets with attention to detail are desired for this position.

This internship is beneficial to any student pursuing a career in marketing, advertising or publishing.  Research is the foundation of a successful ad campaign, and the skill sets provided within this program will give students hands-on experience that will give them a clear advantage in this competitive industry.

*ART

The Art Department occasionally hires interns.

Responsibilities include:

· photo research 

· assisting in the production of photo shoots 

· designing some front of the book pages (if skills permit) 

· some administrative tasks such as photo returns, phone calls

Photo and design students preferred.

*AUDIENCE DEVELOPMENT
One intern is needed for 12-20 hours/week each semester.  The Audience Development internship offers a unique experience to assist the department with seven different magazine titles: 
· Atlanta Magazine
· Cincinnati Magazine
· Indianapolis Monthly
· Los Angeles magazine
· ORANGE COAST
· Texas Monthly
· Texas Parks & Wildlife magazine  
Interns typically assist with: compiling monthly consumer behavior reports, identifying customer activity trends through year-to-year analyses, managing back issue fulfillment, monitoring the scheduling and accuracy of subscriber renewal and invoice notices, writing responses to in-house customer inquiries, as well as other ad hoc projects as needed by the department.  
Through attendance of weekly department meetings and day-to-day activities, this internship will provide valuable experience in understanding magazine distribution dynamics, managing the brand-customer relationship, managing relationships with third party vendors, developing business writing techniques, and learning to improve operational efficiencies.
Knowledge of MS Excel and MS Word is a must, and basic competency in mathematics is required of all interns.  All majors are welcome to apply.
*CUSTOM PUBLISHING

Custom Publishing needs three students to assist the department in producing a variety of publications. 
Some of the magazines we manage include:

· The Alcalde 
· My H-E-B Texas Life

· The Texas Tour and Meeting Guide 
· Texas Bound for Family Fun, Art & History 
· 2008 Official Texas Golf Guide 
· 5 titles for the Houston Chamber of Commerce
· 4 titles for the Dallas Chamber of Commerce
Interns in our department typically assist with the following activities:

· fact-checking 

· proofreading 

· photo research 

· new business research 

· brainstorming cover lines, story ideas 

· advertising projects 
· working on digital editions of several titles, including contributing content
Day-to-day activities will include:

· routing mail 

· organizing/maintaining magazine archives 

· monitoring the functionality of websites 

· mailing media kits or magazine samples 

*DALLAS ADVERTISING

One intern is needed to assist the Dallas Advertising Sales Department and Dallas Custom Publishing Department. The intern will aid the departments in assembling media kits for advertisers, completing special projects for Account Managers, and assisting with mailings.  Intern duties will include typing, filing, faxing, phone prospecting, database management, and updating sales tools.

Interaction with the Dallas Local, Retail, and National Sales Team along with the Custom Publishing Team will offer a good introduction into a corporate environment and the publishing world.  This is a fast-moving, dynamic work environment best-suited to students interested in: advertising, sales, communications, marketing, research, or promotions.
*DIGITAL


  One or two bright, enthusiastic, and motivated interns are needed approximately 12 hours a week in the Digital Department. Intern duties include updating the dining reviews, compiling an events newsletter, formatting images and text, proofreading all Web documents for the upcoming issue before it is published live on texasmonthly.com, inputting articles from past issues, and testing the website. Other duties and projects may include requesting images, research, writing, blogging, online editing, audio editing, photo sizing, and assisting with video shoots. 
 
Interns should be Mac-proficient, have an excellent eye for detail, possess superior language skills, and be interested in digital publishing/design. Knowledge of HTML and Adobe applications such as Photoshop and InDesign are a plus.
 
A Digital internship is an excellent opportunity to learn about the evolving media industry, acquire better software skills, and participate in publishing a website in a deadline-sensitive environment. 
*EDITORIAL
Four to six interns are needed to work 12–20 hours per week. Interns will perform a variety of tasks, depending on skills and experience. We are looking for bright, independent, hard-working individuals with an interest in magazine publishing and a positive attitude.

Daily activities may include:

· fact-checking the Filter: Dining section

· transcribing interviews

· assisting writers with research for stories

· telephone calling to update databases

· running errands as needed (i.e., library research)

· copying and filing

· writing story ideas and attending editorial meetings

Interns may also have the opportunity to write for texasmonthly.com, conduct interviews for front-of-book columns like the Working Life and Horse’s Mouth, and job shadow editors or writers.

In general, interns will walk away with a better understanding of how the editorial department functions, a good understanding of researching and interviewing methodologies, professional phone skills, professional relationships with editorial staff members, and hopefully a few bylines.

GENERAL ADMINISTRATION & HUMAN RESOURCES 

The general administration office has one opening each semester for an organized, self-motivated individual to assist with the general administration functions of the magazine. Duties include: assisting with internship paperwork, applications, and orientation, and working with our department to complete various administrative and organizational tasks. Interns will have the opportunity to absorb the daily activities of a magazine environment as well as the function of a human resources department. The ideal candidate should have excellent attention to detail, great communication skills, and a willingness to learn and take on new tasks. Experience with Word and Excel are also preferred.

MARKETING 
Interns will be exposed to all facets of the marketing effort of a magazine: ad copy writing and design, working with advertisers on promotional and added-value programs, planning and tracking publicity and behind the scenes event planning. Interaction with other magazine departments and advertising agencies will offer a broad range of experience. Two to three interns would be needed. 

There is an opportunity to concentrate in one of the above areas if aptitude and workload coincide. This fast-moving, dynamic work environment is best suited for students with an interest in the following career fields:  Public Relations, Marketing, copywriting, promotion, or Advertising Sales.

PRODUCTION

One intern is needed to work 2-3 days during our two-week deadline period to assist in all functions of expediting magazine pages into final files and proofs for shipping to press. Other duties include reorganizing the office after deadline, creating some section ads, and tearing down the dummy book. The other two weeks of the month may be spent performing administrative and organizational tasks. Intern is needed to work only 1-2 days during non-deadline weeks. Strong computer and organizational skills, dependability and self motivation are required for assisting production personnel. Intern works closely with Production Manager. Experience with Macintosh, InDesign and Photoshop are necessary. Knowledge of Illustrator is helpful but not mandatory.
TECHNOLOGY

One intern is needed in the Technology department for 10 hours per week. Intern will perform minor troubleshooting for windows-based systems and windows software, including active directory audits. Intern will assist in updating existing databases maintained for software, hardware, and wiring and maintaining supply inventories. Intern will be involved with updating workstations with recent patches to Windows XP. Other duties include administrative and organizational tasks. Intern will assist each member of the Technology department in a variety of areas as production issues arise. Experience with Outlook, Word, and Excel are necessary. Ability to be detailed-oriented and keep accurate records is a must.
