
 

OAK SPRING GARDEN FOUNDATION 
SUMMER INTERNSHIP 2018 

 
EVENT COORDINATOR AND COMMUNICATIONS INTERN 

 

Position Overview: 

 

Schedule: Three months, full-time beginning with a half-day at 12pm on Friday, 

June 1st. If the internship must be cut short, a pro-rated amount will be 

paid for abbreviated months. Some night and weekend work will be 

required as events are hosted at Oak Spring. 

Location: Upperville, VA (housing provided, if needed); The Oak Spring estate is 

located in rural northern Virginia, 15 minutes from the nearest town. 

Having access to a car is desirable, but not essential. 

Payment: Monthly stipend of $2,000 (taxable) and will be provided with self-

catering accommodation on the Oak Spring Estate (if needed). 

Closing Date: Applications should be received by Sunday, March 25th, 2018 

 
In 2018, OSGF is hosting a significant number of workshops, conferences, and symposia. 
The selected intern will have the opportunity and responsibility to represent Oak Spring to 
these diverse external constituencies. The intern will also support outreach and 
communications efforts for the Foundation, including advancing the OSGF 
communications strategy. S/he will also have the opportunity to familiarize her/himself with 
materials in the Oak Spring Garden Library, which are an important part of OSGF’s 
outreach and communications efforts. 
 
Her/his primary tasks will be to: 
 

• Support a full schedule of events held at OSGF throughout the summer months, 

with a detail-oriented focus on coordinating staff and guests, including meals and 

accommodation. 

• Serve as a welcoming host or tour guide to groups of up to 30 individuals. 
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• Document and coordinate detailed agendas. 

• Between events, work at the Library on our digital collection strategy. This provides 

the opportunity to research, digitize, and write compelling online media that engages 

the public in the Library collection  

• Craft original social media and blog posts that engage followers in OSGF’s events 

and Library treasures. 

• Other duties as assigned. 

 

Qualifications 

• Demonstrated experience coordinating events and groups with attention to detail. 

• Interest in strengthening operations and communication in a start-up setting. 

• Strong interpersonal and public speaking skills. 

• Ability to communicate, work, and facilitate activities across departments. 

• Proficient in computing, including Microsoft Office and across social media 

platforms. 

• Highly motivated and capable of acting as a self-starter.  

• A strong commitment to taking initiative and moving projects forward quickly, and 

in substantial and meaningful ways. 

 

Supervision will be shared between the Program Officer and the Multimedia Production and 

Communications Associate. 

To be considered for this internship, please send a cover letter and resume to 

programs@osgf.org with the position title in the subject. 

 

 

 

 

 

 

 

 

 

The Oak Spring Garden Foundation is a private operating foundation based in Upperville, Virginia with a mission to 
perpetuate and share Rachel Lambert Mellon’s home, garden, estate and Library to serve the public interest. The 

Foundation is dedicated to inspiring and facilitating scholarship and public dialogue on the history and future of plants, 
including the culture of gardens and landscapes and the importance of plants for human well-being. For additional 

information, please visit www.osgf.org.  
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