
 
 

Downtown Indy, Inc. 
Events Intern Position Description 

 
Downtown Indy, Inc. is a private, not-for-profit organization uniquely positioned to focus 
solely on Downtown's economic success, livability and vitality. We focus on advancing 
Downtown as a great and diverse place to live, learn, work, and play. As a membership-
based organization, we are intentionally hyper-local so our members and community-at-
large can experience impact right at their doorstep. 
 
Description: 

The events intern will help manage and execute events on Monument Circle, 
Georgia Street and the surrounding area in coordination with the Events 
Manager and Director. This includes both Downtown Indy, Inc. hosted events as 
well as third party rentals that occur on Monument Circle and Georgia Street. The 
intern will also assist with any Downtown Indy events at other venues including 
any Board meetings, Fourth Fest and State of Downtown. The events intern will 
gain valuable experience working in the Indianapolis Events industry along with 
meeting and working alongside various industry professionals from a variety of 
organizations. 

 
Preferred background, experience, and skills: 
 

• Working knowledge of event management/programming, public space 
management, public safety, operations, sponsorship, fundraising and financial 
management is desirable.  Knowledge of and positive relationships with City 
government and hospitality industry are a plus.   

• Proficient in Microsoft Office 

• Good written, verbal, and presentation communication skills required  

• Ability to work occasional evenings and weekends depending on Downtown 
Event activities.  

• Willingness to work outdoors in all weather conditions. 

• Analytical skills to evaluate and measure the success of events and how to 
improve them are a plus 

• Ability to help plan and then execute a variety of events held on Monument Circle 
and Georgia Street as well as other venues 

 
 
 
 
 
Responsibilities: 
 

• Roughly 20 Hours a week 



 
 

• Main contact person with special event organizers for the use of the Monument 
Circle and Georgia Street. Works closely with Events Manager and Director in 
planning, scheduling and executing events, along with on-site management of 
contractors/vendors/partners for Monument Circle and Georgia Street and other 
venues as necessary.  

• Assist the Events Manager and Director and help to coordinate other recurring 
Downtown Indy, Inc. events including, but not limited to, Lunch Break Live 
Events, Food Truck Events, Fourth Fest, SPARK, Circle SPARK Fest, and Circle 
of Lights. 

• Assist Marketing Team with social media, website updates, etc. as it relates to 
Monument Circle and Georgia Street. 

• Attend planning meetings and event walkthroughs as needed. 
 

 
Supervisors: 

Events Director- Courtney Rissman 
 Events Manager- Michael Burke 
 
Compensation: 
 Pay is $15/Hr with 20 hours a week. 
 
This position would start in Mid-May and run through Mid-December. 
 
 
Please send your resume to Michael at michael@downtownindy.org  
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