
FALL/WINTER INTERNSHIP 

The Oak Spring Garden Foundation (OSGF) is a 501(c)(3) 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.  

The Oak Spring Garden Foundation (OSGF) is accepting applications for fall/winter 
internship position(s) that advance the mission of the Foundation. Depending on the 
interest and abilities of applicants, these tasks may be one position, or split up into two 
positions – an administrative/events position (working predominantly indoors) and a 
landscape management position (working predominantly outdoors). The position(s) will 
have the following structure: 

Schedule: Up to six-months, full-time beginning in late September or October. 

Location: Upperville, VA. 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: $11.50/hour and employee will be provided with a private bedroom and 

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

Closing Date: Applications accepted on a rolling basis. Position(s) are open until filled. 

Summary of Position: 

The Intern position provides administrative and landscape management support across 
activities and departments at the Oak Spring Garden Foundation.  The Intern will gain 
experience in a wide range of tasks, with some consideration given to the specific areas of 
interest and background of the successful candidate.  The Intern, working with others on 
the Program Team and Landscape Team, will be responsible for researching, drafting, and 
producing final written material for both internal and public consumption; providing event-
related support; and supporting various outdoor sustainable land management-related 
duties.  The Intern will receive opportunities to expand their experience in an administrative 
support capacity, developing materials for the Oak Spring Garden Foundation’s outreach 
and communications.  The Intern will also have opportunities to interact with the landscape 
and trees team to develop an understanding of broader landscape management in the 
context of ecological zones, wildlife and historic development of the Oak Spring property.   
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Responsibilities: 

• Work closely with the President and Program Officer to follow-through on various 

administrative projects, including but not limited to: 

o Write, edit, design, and prepare written material for various audiences 

including both internal staff and the public; and 

o Support communications and outreach by drafting content for the Oak Spring 

Garden Foundation blog, social media accounts, and external online presence 

such as through Google Arts and Culture, Wikipedia, and Issuu. 

• Work closely with administrative staff and Hospitality Team to ensure high quality 

service is provided to all guests visiting Oak Spring Garden, while also supporting 

internal management of guest services. Responsibilities include: 

o Serve as a welcoming host or tour guide to groups of up to 30 individuals; 

o Document and coordinate detailed agendas, updating shared schedules 

through Google Drive; and 

o Support events held at OSGF with a detail-oriented focus on coordinating 

staff and guests, including meals, driving schedules, and accommodation. 

• Work closely with the Head of Horticulture, Landscape Programs and Landscape 

Specialist to implement landscape management tasks, including but not limited to: 

o Hands-on removal of invasive species and planting of native species; 

o Manage water resources by dredging, shoveling, testing and sampling water 

for monitoring quality; and 

o Maintain current land management practices such as cleaning bird boxes, 

maintaining tree protectors on tree seedlings, managing floating BeeMats in 

ponds, and other projects. 

• Other special projects and duties as assigned. 

 

Qualifications: 

• Recent graduate from a bachelor’s or master’s degree in a field relevant to the 
proposed tasks. 

• Previously demonstrated success and promise in carrying out the proposed activities. 

• A highly-motivated self-starter with a strong commitment to taking initiative and 
moving projects forward quickly and in substantial and meaningful ways. 

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

material that relates to the proposal (not to exceed three pages in length) to 

programs@osgf.org with “Fall/Winter Internship” and your name in the subject line. Please 

note your available start date and if you are applying for both administrative and land 

management tasks, or just one.  
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