[image: ]
NASHVILLE DOWNTOWN PARTNERSHIP
TO MAKE DOWNTOWN NASHVILLE THE COMPELLING URBAN CENTER IN THE SOUTHEAST IN WHICH TO LIVE, WORK, PLAY AND INVEST.
ORGANIZATION: The Nashville Downtown Partnership is a dynamic nonprofit 501(c)6 organization that works with business owners, community leaders (from both private and public sectors), and property owners to make downtown Nashville the compelling urban center in the Southeast in which to live, work, play and invest. The Nashville Downtown Partnership's scope expands across cleaning services, parks, and safety services, which encompass transportation, business, residential and retail development, and image and communications. Working collaboratively with its partners, the Partnership is a visible and innovative leader in Nashville's urban development. For more detailed information, please visit www.nashvilledowntown.com.


POSITION: Parks Events Intern 


REPORT: VP Parks & Placemaking/Parks & Placemaking Coordinator


JOB DESCRIPTION: The Nashville Downtown Partnership seeks an undergraduate or graduate-level intern to work with internal and external stakeholders to enrich and contribute to the programs and operations of multiple greenspaces, playing a vital role in ensuring that all activities contribute to downtown Nashville's vitality, sustainability, and positive activation. As a parks intern, one would gain a well-rounded experience in public-private partnerships, public space management, and what makes downtown Nashville the compelling urban center in the Southeast in which to LIVE, WORK, PLAY and INVEST. 

Primary Tasks and Responsibilities include, but are not limited to:
· Oversee/Assist/Attend with various programs and events offered by the department, including Weekly special events, and community-inspired event activities.
· Create, oversee, and implement programs/events that align with the department's needs and budget.
· Prepare reports and other documents such as operating, activity, and statistical reports, promotional materials, and agenda items, present materials to the interested groups.
· Develop public understanding and participation in parks and programs through public relations activities and social media efforts.
· Maintain and manage community partnerships that align with the department's programs, and events.
· Attend meetings associated with the department and affiliated groups, including department staff meetings, staff training, and coach's training/meetings.
· Other duties as assigned.


REQUIREMENTS & QUALIFICATIONS:
· Declared Major/Minor in Urban Studies, Marketing, Business, Communications, Hospitality, or related field of study.
· Interest in event planning, partnerships, and community engagement.
· Strong organizational and project management skills, with the ability to prioritize tasks and meet deadlines in a fast-paced environment. 
· Flexibility to work as required for event coverage.
· Photography, graphic design (Canva) and editing skills are preferred.
· Ability to communicate with a diverse audience including board members, staff, downtown employees, and community and business leaders. 
· Excellent oral and written communication skills
· Strong interpersonal and problem-solving skills

PHYSICAL REQUIREMENTS: This position may require lifting objects of at least 10 pounds in weight and sustaining the ability to walk on all terrains for various distances. Job duties include a combination of office and fieldwork, light walking, and exposure to all weather climates are possible. Physical requirements will vary depending on the specific duties to be accomplished.
COMPENSATION: Hourly rate of $15/hour with complimentary covered parking

LENGTH OF INTERNSHIP: The internship will extend for the minimum length of time that is required by the educational institution to meet graduation standards. May be extended as agreed up by the Parks Department and the intern.

HOURS & LOCATION: Up to 25 hours a week can be arranged. Office location: 150 4th Avenue North, Suite 110

The Nashville Downtown Partnership is an Equal Opportunity Employer.

How to apply: Submit a resume and cover letter(Optional) to NDP Office Manager, Brittany Hansen, at bhansen@nashvilledowntown.com.
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