
 

Job title: Housing Intern 

Organization: SongFest Los Angeles  http://www.songfest.us 

Area of focus: Operations 

Reporting to: Program Administrator 

Job type(s): Six week Internship 

Duties and 
responsibilities:

Provide and attend to the housing needs of 
faculty, students, and guest artists. Help with 
arrival, unpacking of materials and departure 
pack-up, including room assignments, key card 
activation and distribution, email new arrival 
faculty with all information necessary for arrival, 
room housekeeping before and after check-in, 
check all rooms after Colburn cleaning, be 
emergency contact for residence hall needs 24/7 
(all students are adults), assist with welcome 
packets & check-in/check out, liaison with 
Colburn res-life and housing staff 

Requirements: Applicants must have great attention to detail, working 
knowledge of Microsoft Excel and Word, ability to be kind 
and efficient balancing various needs and to advocate for 
SongFest with Colburn while maintaining cordiality. 

Compensation: $1,000 

Benefits offered: Housing with private room and meals at Colburn = $2200. 
Parking if necessary. If intern does not need housing/meals 
at Colburn, compensation is negotiable. 

http://www.songfest.us


Organization 
description:

SongFest is the United States' premier art song 
festival and training program held each summer  at 
the Colburn School. SongFest attracts an 
international roster of leading recital artists as well as 
students from some of the nation’s top music 
conservatories. Audiences enjoy a vibrant concert 
series and attend daily master classes presented in 
Colburn’s outstanding venues. 
SongFest has made a substantial contribution to the 
art song repertoire by commissioning distinguished 
composers such as William Bolcom, Gabriela Lena 
Frank, John Harbison, Jennifer Higdon, and Libby 
Larsen.  

City: Los Angeles 
 

State: California 

Application deadline: 03/10/17

Apply to name: Rosemary Ritter, Founder/Director

Apply to email: songfestus@gmail.com

Application 
procedure:

Please send cover letter and resume to.

Date posted: 09/24/16

mailto:songfestus@gmail.com


 

Job title: Hospitality Intern 

Organization: SongFest Los Angeles  http://www.songfest.us

Area of focus: Operations 

Reporting to: Program Administrator 

Job type(s): Six week Internship 

Duties and 
responsibilities:

Provide and attend to hospitality needs of faculty 
and VIP’s (including airport transportation, travel 
details arrangement, faculty comfort, arrange 
faculty rooms with extra items provided by 
SongFest), assist with check-in/check-out of 
students & faculty, front of the house hospitality 
during concert and master classes: welcome & 
answer questions, arrange flowers post-concert, 
coordination of post concert receptions, during 
select master classes proctor and make sure no 
eating, drinking, or coming/going

Requirements: Must be excellent communicator and able to navigate high 
stress situations with calm and kindness. Attention to detail 
and ability to dress and deport oneself commensurate with 
the high level and formality of our concerts and guests. 
Anticipate needs of faculty and VIP's, make people 
comfortable. Seeking applicants with former experience as 
liaison with VIP's plus some knowledge of piano, voice, 
and/or song. Driver's License and car preferred. 

Compensation: $1,000 

Benefits offered: Housing with private room and meals at Colburn = $2200. 
Parking if necessary. If intern does not need housing/meals 
at Colburn, compensation is negotiable. 

http://www.songfest.us


Organization 
description:

SongFest is the United States' premier art song 
festival and training program held each summer  at 
the Colburn School. SongFest attracts an 
international roster of leading recital artists as well as 
students from some of the nation’s top music 
conservatories. Audiences enjoy a vibrant concert 
series and attend daily master classes presented in 
Colburn’s outstanding venues. 
SongFest has made a substantial contribution to the 
art song repertoire by commissioning distinguished 
composers such as William Bolcom, Gabriela Lena 
Frank, John Harbison, Jennifer Higdon, and Libby 
Larsen.  

City: Los Angeles 
 

State: California 

Application deadline: 3/10/17 

Apply to name: Rosemary Ritter, Founder/Director 

Apply to email: songfestus@gmail.com 

Application 
procedure:

Please send cover letter and resume.

Date posted: 09/21/16



 

Job title: Program Intern 

Organization: SongFest Los Angeles  http://www.songfest.us

Area of focus: Operations 

Reporting to: Program Administrator 

Job type(s): Six week Internship 

Duties and 
responsibilities:

Provide clerical assistance to the program 
administrator during the festival including 
printing, creation, distribution of schedules, 
calendar and program updates, copying and 
distribution of musical material for masterclasses, 
typing up of masterclass and concert programs, 
creation and invitation of events on Facebook & 
Twitter, receiving/delivering messages from 
SongFest office by phone and in person, act as 
first stop for student logistical questions, make 
sure rooms are available and ready for faculty/
classes/IT needs, front of house at masterclasses/
concerts control auditing and except monies, 
keep track of tickets/guests/sign people up for 
email list, record select masterclasses/concerts, 
liaison with Colburn production team

Requirements: Applicant must have superlative attention to detail and 
organization skills, facility with Microsoft Word & Excel, 
Facebook & Twitter, knowledge of OfficeTracker or other 
scheduling software and Squarespace a plus, ability to 
trouble-shoot technical difficulties & keep track of many 
different sources of information. 

Compensation: $1,000 

Benefits offered: Housing with private room and meals at Colburn = $2200. 
Parking if necessary. If intern does not need housing/meals 
at Colburn, compensation is negotiable.

http://www.songfest.us


Organization 
description:

SongFest is the United States' premier art song 
festival and training program held each summer  at 
the Colburn School. SongFest attracts an 
international roster of leading recital artists as well as 
students from some of the nation’s top music 
conservatories. Audiences enjoy a vibrant concert 
series and attend daily master classes presented in 
Colburn’s outstanding venues. 
SongFest has made a substantial contribution to the 
art song repertoire by commissioning distinguished 
composers such as William Bolcom, Gabriela Lena 
Frank, John Harbison, Jennifer Higdon, and Libby 
Larsen.  

City: Los Angeles 
 

State: California 

Application deadline: 03/10/2017

Apply to name: Rosemary Ritter, Founder/Director

Apply to email: songfestus@gmail.com

Application 
procedure:

Please send cover letter and resume to.

Date posted: 09/21/17

mailto:songfestus@gmail.com?subject=

