
35 Wooster Street
New York, NY 10013
212 219 2166

Press and Marketing Internship 

The Drawing Center seeks a highly motivated, engaged, and organized individual for the part-time, 
paid Press and Marketing Internship. The Press and Marketing Intern will work in close collaboration 
with the Director of Communications and the Digital Content Coordinator to perform functions critical 
to communicating The Drawing Center’s mission and offerings to the press, as well as our diverse 
audiences that we engage with both online and in person. The Press and Marketing Intern will be 
given opportunities to acquire practical experience in the fields of public relations, and digital and 
print marketing. The intern will learn about and assist with digital content management, website 
development, social media strategy, institutional voice, media relations and press requests, design, 
email marketing, and community outreach. 

Applicants must possess excellent writing and communication skills, superb attention to detail, be 
highly organized, and be able to work independently on multiple projects. The intern must 
demonstrate familiarity with social media and online email marketing tools (Mailchimp) and must be 
adept at using Adobe Creative Suite (specifically InDesign, Acrobat, Photoshop, and Premiere Pro). 
Basic familiarity with website content management systems (specifically Craft CMS) is strongly 
preferred. The Press and Marketing Internship is designed for undergraduate students, graduate 
students, or recent graduates interested in careers in Arts Communications, Media Studies, Marketing, 
or related fields.

The Press and Marketing Intern will work part time on a regular schedule of 2 days per week, and will 
be required to work on-site at The Drawing Center at least one day per week. 
Please email resume and cover letter to: info@drawingcenter.org and include “Press and Marketing 
Intern” in the subject line. No phone calls please.  

Responsibilities Include: 
 
Press 
- Make press clippings and maintain press archive 
- Organize and maintain press lists 
- Assist with researching and drafting press releases and media alerts 
- Assist with all press events by conducting outreach, drafting invitations, coordinating facilities 
logistics, compiling press kits
- Assist with all on-site filming and photography

Digital Content 
- Assist in the drafting, editing and publishing of website content for exhibitions, public programs, 
education and research, and other initiatives
- Assist in implementing alt tags throughout website using informed language and approach in 
collaboration with Digital Content Coordinator 
- Coordinate uploads of digital programming documentation 
- Help carry out regular quality assurance checks on all digital content
- Assist organizing virtual exhibitions by digitizing artwork, acquiring relevant content, and collaborat-
ing with Director of Education 
- Review, track and report on website traffic using Google analytics

Community Outreach 
- Conduct outreach to targeted communities by organizing mailchimp lists, developing social media 
campaigns, and researching potential partner organizations
- Establish and maintain key marketing partnerships and cross-promotional initiatives
Assist with the distribution of marketing materials 

Eligibility
Interns should be undergraduates, graduate students, or recently graduated students. 
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Time Commitment
The Press and Marketing Intern will work part time on a regular schedule of 2 days per week, and will 
be required to work on-site at The Drawing Center at least one day per week. Interns must also be able 
to attend opening receptions for all exhibitions, and assist with at least one special event each month 
during the duration of the internship. The Press and Marketing Internship runs for approximately 6 
months. In this circumstance, the intern may be able to continue for subsequent sessions.

Compensation
Interns may receive academic credit when applicable and will be paid a monthly stipend of $500.

To Apply
Please email resume and cover letter to: info@drawingcenter.org and include “Press and Marketing 
Intern” in the subject line. No phone calls please. 

The Drawing Center is proud to be an equal opportunity employer and is committed to building a 
diverse staff that represents a variety of backgrounds. 


