INTERNSHIPS

Internships are available each semester.  All internships are unpaid.  If you are interested in gaining valuable experience in any of the departments listed below, please send a resume and cover letter specifying the department(s) in which you would like to work:
INTERNSHIP COORDINATOR

TEXAS MONTHLY

P.O. BOX 1569

AUSTIN, TEXAS 78767-1569

internships@texasmonthly.com

Fax: 512.476.9007

DEPARTMENTS/AUSTIN

ACCOUNTING

ADVERTISING
ADVERTISING RESEARCH
ART

CONSUMER MARKETING
CUSTOM PUBLISHING

EDITORIAL

GENERAL ADMINISTRATION/HUMAN RESOURCES
INTERACTIVE SALES

MARKETING SERVICES

NEW MEDIA
PRODUCTION

PUBLISHER'S OFFICE

 SALES DEVELOPMENT

TECHNOLOGY
TEXASMONTHLY.COM
DEPARTMENTS/HOUSTON-DALLAS

ADVERTISING SALES

TEXAS MONTHLY MAGAZINE

INTERNSHIP JOB DESCRIPTIONS

ACCOUNTING

One or two Interns are needed for the accounting department.  Responsibilities include special accounting projects and daily activities within the accounting department.  Projects may include verifying advertiser credit, assisting accounts payable with data entry and processing, as well as routine clerical duties.

ADVERTISING

Three interns are needed to assist the Austin Advertising Sales Department.  The interns will aid the department 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.

ART

One or two Interns are needed for the art department.  Responsibilities include research and photo acquisition for “Around the State” and “Restaurant Guide” sections. Interns assist in graphic research and in production of photo shoots and illustration. Positions also route mail, field calls and handle art shipments. Tasks generally will depend on level of experience. Students involved in graphic design or photography preferred.
CONSUMER MARKETING AND MARKETING/ADVERTISING RESEARCH
Special circulation projects and daily activities of the circulation department will keep one or two interns busy. 

Projects may include assisting in research analysis such as surveys and other research used to gain advertising and subscribers for the magazine.  Also included is newsstand sales and cover analysis.  Other ad hoc projects are often implemented for all areas of the department.

Knowledge of MS Excel and MS Word is a must.  Other basic computer knowledge in Office programs is helpful.  Knowledge of circulation / research dynamics acquired during this internship would be beneficial in any business area, primarily in publishing.

All majors are welcome to apply, but business majors and minors tend to be most qualified.
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 
· H-E-B Goodness! 
· UT Law 
· The Texas Tour and Meeting Guide 
· Texas Bound for Family Fun, Art & History 
· 2008 Official Texas Golf Guide 
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 
Day-to-day activities will include:
· routing mail 
· organizing/maintaining magazine archives 
· monitoring the functionality of websites 
· mailing media kits or magazine samples 
EDITORIAL
Four to six interns who are eager, ambitious and independent will perform a variety of tasks depending on skills and experience. Duties may include the following:

- Fact-checking the Filter: Dining and the Filter: Events sections

- Assisting writers with research for stories 

- Transcribing interviews

- Telephone calling to update a database

- Running errands as needed, i.e. doing library research

- Organizing and filing editorial press clippings

- Answering phones and filing in addition to other clerical duties

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; helping coordinate our monthly end-of-issue party; 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.

INTERACTIVE SALES

Two interns are needed approximately 12 hours per week to assist the recently established Interactive Sales Department.  Tasks will include assisting in preparation of Internet sales pitches to clients, supporting Account Executive sales efforts with campaign research and web statistics, building actual online features through usage of proprietary online tools and trafficking incoming sales orders.

Interactive is a high growth area for TEXAS MONTHLY.  We work with clients at all levels, from local merchants to national and international brands.  Therefore, a creative eye and attention to detail is very important.  So is exposure to image editing programs such as PhotoShop.  Any previous graphic or media experience would be useful here.

MARKETING SERVICES
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. Three to Four 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.
NEW MEDIA
One or two interns are needed approximately 12 hours a week in the New Media Department. Intern duties include updating the rolling events pages and dining reviews, formatting images and text, proofreading all web documents for the upcoming issue before it is published live on the web, copy typing articles from past issues and testing of the website.

Interns should be familiar with the Macintosh computer, have an excellent eye for detail, possess superior language skills and be interested in web publishing/design. Knowledge of HTML, Adobe applications Photoshop and InDesign is a plus.

The duty of the New Media department is two-fold: First, we convert Texas Monthly magazine contents to the web. Second, we effectively run the Texas Monthly website to become a value-add for print advertisers, an attraction for additional magazine subscribers, and a destination for resources on Texas books, events, food, travel and culture.

A New Media internship is an excellent opportunity for someone to learn the details of web publishing, acquire better software skills and participate in a deadline-sensitive environment at a professional magazine. New Media relies heavily on the good work of interns. It is a chance to make a real difference and have the satisfaction of seeing your work realized before you.

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 print negatives and proofs for shipping to press. Other duties include reorganizing the office after deadline, filing ad materials 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 Traffic Coordinator. Experience with Macintosh, QuarkExpress and Photoshop are necessary. Knowledge of Illustrator is helpful but not mandatory.
PUBLISHER'S OFFICE

TEXAS MONTHLY Founder and Publisher Michael R. Levy has one to two openings each semester in his office.  Interns work primarily on photocopying, outgoing mail, monthly advance copy mailings and data entry.  Interns are also asked to assist in executing various projects based on the time of year, namely the annual company picnic, Toad Cup and cow can mailings.  Interns will have the opportunity to absorb the daily routine of a magazine by working closely with a publisher and his assistant.  Attention to detail is mandatory, as is the ability to follow written instructions perfectly. Some minimal typing is required.
SALES DEVELOPMENT 

Two to three interns are needed to assist the advertising sales representatives who handle in-house mail order and classified sales.  The interns will aid in sales efforts, maintain lists of advertisers and update the advertising computer system.  They will also help prepare media kits, assist with mailings and route all mail within the department.  Duties include: typing, filing and phone prospecting, as well as special projects throughout the semester.
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 a must.
TEXASMONTHLY.COM
One bright, enthusiastic, motivated student to assist the Web editor with various projects that may include proofreading, research, blogging, online editing, writing, managing content, and taping interviews. Ideal candidate works well with others as well as independently. Multimedia experience preferred.

