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NMAJH Internship Program 

 
The National Museum of American Jewish History is a leading cultural institution with a vibrant 
internship program for college and graduate students who want to learn about public history, the 
museum profession, non-profit organizations, and the American Jewish history experience.  Interns work 
in specific departments and participate in a series of group experiences during the fall and spring 
semesters. Summer interns also participate in a weekly Seminar that includes presentations by Museum 
staff, field trips, and career workshops. 
 
We also offer a limited number of paid internships to students with demonstrated financial need who 
can commit to a minimum of 8 hours per week for the full academic year, 16 hours per week for a 
semester, or full-time for the summer. These opportunities are made possible through a generous 
challenge grant from an anonymous national foundation, with the support of the Connelly Foundation 
and a local anonymous donor helping the Museum to meet that challenge.  
 
Submit your application, along with a cover letter and resume, at http://www.nmajh.org/Internship/. 
To apply for a paid internship, complete the Funding portion of the application by the date signified on 
the application form, and upload your Student Aid Report (SAR) and FAFSA to the form where indicated. 

Position Descriptions 
 

Academic Liaison  
 
The Academic Liaison Special Projects Intern will work to plan a program in recognition of the 5-year 
anniversary of the NMAJH internship.  One element of the program may be a discussion of the role of 
internships in career development or other related issues.  Preference will be given to a candidate who 
will be available part-time during the entire academic year and who is capable of helping to develop a 
research study in a related area. 

 
The Academic Liaison Administrative Intern supports the development and implementation of the 
Museum’s internship program. Duties may include marketing the internship program, administering the 
application process, coordinating and communicating with fellow interns, planning and administering 
exit interviews, and organizing the summer seminar program. 

 

Administration 

The CEO/Director’s Office Intern (requires commitment for full academic year) will reports directly to 
the CEO/Director (and, where relevant, the Marketing and Communications department) on a variety of 
tasks related to ongoing projects, specifically the Museum’s supervision of Jewish American Heritage 
Month (JAHM).  
Tasks may include:  

 the maintenance of JAHM’s social media accounts on Instagram, Facebook, and Twitter  
(cont. on next page) 
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 extensive research on potential programs and initiatives related to both JAHM and to the 
Museum generally 

 assistance with JAHM’s transition from an independent nonprofit into a NMAJH-led organization 

 various administrative and organizational tasks related to the day-to-day management of JAHM. 
The intern is expected to work independently on projects, as well as to show initiative in execution of 
original ideas for JAHM. Student applicants with backgrounds in American history and/or arts 
administration preferred. Excellent written and communication skills required. Website for JAHM: 
http://www.jewishheritagemonth.gov/ 

 
 

Curatorial 
 
The Curatorial Intern will work with Curatorial staff on activities related to upcoming exhibitions. For 
individuals interested in museums or history or both, this is a rare opportunity to experience how a 
major national history and heritage museum operates, up close. Specific duties may include: primary 
and secondary research and work in exhibition galleries. Interns may also assist with administrative and 
outreach projects when the need arises. The department is also interested in candidates who are 
proficient with InDesign. Must commit to a minimum of 16 hours per week. 

 
The Collections Intern will work with Curatorial staff on activities related to upcoming exhibitions and 
the ongoing care of the artifact collection. The intern will gain skills in handling and describing historic 
artifacts, documents, books, and photographs while working alongside staff who are responsible for the 
Museum’s artifact collection. The successful candidate will be an individual with proven attention to 
detail and the desire to learn about collections management through hands-on experience. Prior 
collections experience and coursework are helpful but not required. College graduates preferred. 
Tasks will include: 

 working directly with objects on loan and in the museum’s artifact collection  

 performing technical tasks related to managing museum collections and exhibitions, especially 
artifact registration tasks (describing, measuring, photographing, and selecting key subject-based 
search terms)  

 assisting in the gallery 

 conducting research related to Museum collection objects 

 assisting with collection photography sessions 

 processing new artifact donation offers 
 

The Exhibitions Intern will work closely with the Museum’s Exhibitions Coordinator to assist with the 
management of multiple special exhibitions. This is an exciting opportunity to participate in the 
development of exhibitions at a variety of stages.   
Duties may include:  

 updating exhibition schedules 

 maintaining open issues spreadsheets 

 reviewing design proofs 
Ideal candidates should be able to multi-task, work well under pressure, and be proficient in color-
coding and spreadsheets.  Graduate students are preferred. 
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Development 

The Development Intern assists with the museum’s donor stewardship activities, including researching 
potential donors and planning development-related special events. The intern will work with 
Development staff to support the museum’s fundraising efforts.  
Projects and duties may include: 

 prospect research 
 donor/prospect correspondence and social media posts 
 database management 
 assisting with special affinity groups (e. g. Young Friends) 
 assisting in planning and implementing special events.  

This is an excellent opportunity to learn about the inner workings of a cultural institution and to gain 
tangible skills that are applicable to a variety of fields.  
 
 

Education 

The Education Intern will work with Education staff on the Family and School Program. This intern will 
assist in day to day operations, school groups visits, and in the development of new activities and 
resources. Qualified candidates should have a strong background in humanities, museum, and education 
work. The candidate will need to demonstrate a strong commitment to teamwork, be flexible, and have 
the ability to work independently.   
The tasks would be carried out in the context of ongoing feedback and input from museum staff. These 
may include: 

 participating in the research and development of educational materials and resources for special 
exhibitions 

 working with the marketing department on outreach for educational programs 

 assisting in administrative support to the department  

 assisting with group visits, including: outreach, visits outlines, printing, ordering and maintaining 
supplies, groups’ orientation and educational activities 

 assisting in organizing and overseeing logistics for education department events, including: 
room reservation, set-up, catering, registration, etc. 

Skills needed: 

 excellent writing, editing and proofreading 

 strong verbal and visual thinking 

 strong computer, electronic and desktop publishing  

 ability to relate complex concepts and communicate effectively with visitors, teachers, and 
children 

 familiarity with inquiry-based and object-based methods in education  

 strong organizational skills 

 strong research skills 

 knowledge of graphic design and illustration history is a plus 
 
For recent graduates and graduate students seeking paid, part-time education opportunities, see 
“Museum Educator Fellow” at http://nmajh.org/Jobs/ as well. 
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Facilities Rental & Events Planning  

The Facilities Rental & Events Planning Intern has the opportunity to learn about and assist in selling 
the Museum’s rental space and in planning and overseeing events, and to help market the museum’s 
facility rental space and oversee evening events. 
Duties may include:  

 supporting the Facility Rental and Events manager in showing event space to potential 
customers 

 conducting marketing research about promoting the event space 

 creating and maintaining customer email lists 

 assisting in oversight of event load-in and set-up on certain events 
During the academic year interns are needed for a minimum of 20 hours per week, including some 
weekends and evenings.  
 
 

Group Services 

The Group Services Intern aids in the organization of group audiences, data analysis for visitor outreach, 
and relevant correspondence. The intern will discern and research potential new group audiences for 
the Museum’s core collections and upcoming special exhibitions. Group Services is responsible for all 
aspects of group (more than 15 people) visits to the Museum, including scheduling, visit contracts, 
outreach and floor management. Group Services is dedicated to bringing in new group audiences, and 
keeping our active group audiences engaged. 
Responsibilities: 

 Preparing correspondence for group visit outreach in 2016 and 2017 

 Perform statistical analyses to determine trends in group visit demographics and visit frequency 

 Use the statistical analyses to assist the Visitor Services department in creating an outreach plan 
for 2016-2017 

 Perform database maintenance for the Group Services department’s over 7,000 person contact 
mailing list 

 Occasional greeting and orienting visiting groups 
Qualifications: 

 Knowledge of Microsoft Office, with advanced knowledge of Microsoft Excel preferred 

 Excellent written and verbal communication skills 

 Desire to gain experience in museum and marketing fields 

 Experience with statistics and demographics 

 Attention to detail 
 

Marketing & Communications 

The Marketing and Communications Intern will have the opportunity to contribute to marketing and 
communications around all key aspects of the museum, including institutional identity, exhibitions, 
permanent collection, and public programs.  In doing so, they will gain exposure to and be able to 
interact with multiple departments, giving them a sense of how various museum functions work.   
Key projects and responsibilities may include:  

 maintaining press and e-newsletter contact lists (cont. on next page) 
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 assisting in the production of e-newsletters, including developing story lists and article copy 
based on the promotional needs of Museum  

 assisting with press and/or photography at Museum events 

 researching content for social media 

 creating press kits and media coverage reports 

 researching and reporting on best practices in marketing and communications 
 
 

Public Programs 

The Public Programs Intern assists Museum staff in the development, implementation, management, 
and execution of a robust calendar of public programming in support of the museum’s mission. This 
includes attending events, internal and external meetings, and providing logistical and office support. 
 
 

Retail/Operations 

The Web Store Management Intern in the Museum Store assists with optimizing the store website, 
judaicashop.net. The intern will participate in sales and customer service and relations in the museum 
shop as well as behind-the- scenes operations, and work on content management, which includes: 

 improving titles and product descriptions 

 optimizing content for search 

 uploading new products 

 maintaining existing content 
Store interns will have the opportunity to apply Photoshop and product photography skills as well as 
learn Ecommerce platforms, Search Engine Optimization (SEO) and Product Listing Ads (PLA) strategies. 
During the academic year, store interns are needed for a minimum of 8 hours per week.  
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