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Fall 2017 

INTERN POSITION DESCRIPTION 

INTERNSHIP TITLE:    Costume Department Intern 

DEPARTMENT:   Costume / Curatorial & Collections 

STATUS:                   Unpaid Intern (non-employee)  

ACTIVITY SUMMARY:  The intern will participate in the digital assessment management for 
costume archives and electronic catalog records, working within the Museum’s database 
system, The Museum System (TMS). Concurrently, the intern will assist in conducting curatorial 
research, participate in an ongoing inventory of the permanent collection and assist the 
Collections department in the care, rehousing and cleaning of objects within in the permanent 
collection.  

Note: This internship position exists for individuals willing to volunteer their services without 
expectation or contemplation of compensation. 

POSITION SPECIFIC ACTIVITIES AND CORRESPONDING EDUCATIONAL GOALS: 

 Interns will work with our collection management system TMS (The Museum System), 
by linking a substantial number of object photographs to their digital records. The intern 
may also help with conducting inventories of costume storage and photographing pieces 
in the collection for departmental use, as well as assist in creating storage mounts for 
objects and help with the care and storage of objects. Additionally, this intern will assist 
in acquisition and exhibition research with the Curator of Costume. 

 As a result of these tasks, interns will learn about all aspects of historic clothing first 
hand by working with both the curatorial and collections departments. Interns will gain 
valuable collection management experience by helping to inventory pieces in the 
collection as well as learning to work with database management systems such as TMS 
and Microsoft Access. Art handling and practical, daily museum maintenance are 
additional skills advanced through this internship. Finally, interns will gain knowledge of 
curatorial research practices for upcoming exhibitions, acquisition proposals, and 
deaccessions. 

 

ACTIVITY EDUCATIONAL GOAL 

The intern will attach photographs of the 
costume collection to their corresponding 
records in TMS. New photography will 
need to be conducted on certain areas of 
the collection. 

The intern will learn all aspects of TMS, a 
collections management system used by 
many large institutions throughout the 
country. 
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The intern will conduct an inventory of 
areas of the costume collection which 
need inventorying. The intern will take 
photographs of pieces in the collection to 
be used by the department in exhibition 
planning, interpretation, blog posts, and 
more, as well as for use in TMS our 
internal museum database. 

The intern will receive an excellent 
opportunity to handle objects, while 
learning relevant and applicable museum 
collections management skills.  

The intern will help with the organizing of 
storage spaces and assist in moving 
collection objects and creating storage 
mounts for the objects. 

The intern will have opportunity to learn 
about objects housed in CHM’s costume 
collection directly. Additionally, the intern 
will learn practical and relevant museum 
management skills that will transfer to 
future job applications and opportunities. 

The intern will research the collection, 
donors, events, and specific aspects of 
Chicago’s history for upcoming 
exhibitions. 

Intern will improve research skills and 
project organization, and when 
applicable, interpretive composition; the 
intern will have opportunity for experience 
with primary resources for research. 

 

ADDITIONAL INTERN ACTIVITIES:  

 The intern will assist in duties related to acquisitions backlog, research requests, artifact 
donations and research for blog posts; the intern will also help with cleaning collection 
pieces on exhibit and assist with readying objects for photography and / or exhibition.  

 The intern will be given opportunities to attend organizational events such as staff 
meetings to gain a broader understanding of the workplace and its initiatives. In addition, 
opportunities for networking and informational interviews with staff will be available at the 
intern’s request. 

 Other activities as assigned that will further the intern’s learning, knowledge, and 
experience. 

 

GENERAL GOALS: 

The Intern’s activities help fulfill the Museum’s mission and purpose which is “To help 
people to make meaningful and personal connections to history” and will serve a civic, 
charitable, and humanitarian purpose consistent with our non-profit status. 

 

 This internship will provide training similar to that which would be given in an educational 

environment and which is primarily for the benefit of the intern 

 This internship will also provide the intern with close supervision by regular employees 

qualified in the intern’s field of study. 

 CHM will cooperate with educational institutions to ensure that the internship is 

academically oriented for the benefit of students; 
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CHM VALUES: 
 Create a team spirit and enhance communication within the Institutional Advancement 

Department so that staff members will work collaboratively and in a supportive manner 

across departmental and functional area boundaries. 

 The Museum expects all employees to contribute to and promote a positive culture 

and collegial atmosphere at CHM in three main ways. 

 
1. Embracing the Museum’s mission to share Chicago’s stories, serving as a hub of 

scholarship and learning, inspiration and civic engagement. 
2. Modeling the values that the Museum seeks in all of its staff including: 

a. All-In:  Taking and sharing responsibility for the Museum, its mission, and 
our future. 

b. Welcoming:  Demonstrating every day that the Museum is for everyone. 
c. Forward-looking:  Anticipating needs, spotting opportunities, and solving 

problems with determination and ingenuity. 

3. Supporting the Museum’s institutional values of Service, Collaboration, 

Discovery, Creativity, Empathy, Authenticity, Integrity, and Stewardship.  

 

SUPERVISORS: Costume Collection Manager and Curator of Costume  

 

WORKING RELATIONSHIPS: 

Collections Manager for Costumes 

Curator of Costumes 

Costume Conservator 

Research Librarian 

Manager of Rights and Reproductions 

Manager of Digital Assets 

 

QUALIFICATIONS: 

 MA, MS, or BA with emphasis on fashion history 

  Ability to lift, carry, or otherwise move and position equipment (including lights, video 
camera, and microphones) weighing up to 45 pounds 

 Sewing ability a plus but not required 

 Ability to meet deadlines and manage projects effectively 

 Ability to function independently as well as on a team 

 Attention to detail and exceptional organizational skills a must 

 Commitment to follow the rules and guidelines contained in the Chicago History Museum 
Internship Program Handbook. 

 Agreement to submit to a background screening and provide 2 recent references. 
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 Commitment to the mission, values, and programs of the Chicago History Museum 
 

TIMEFRAME OR COMMITMENT: 

The intern will be expected to commit to at least 15 hours per week over the course of at least 2 
weekdays, during the hours 9:30 a.m. to 4:30 p.m. (specific hours are flexible), for at least 10 
weeks.   

This internship description is not intended to be an express or implied contract between CHM 
and anyone.  CHM reserves the right to change or assign other duties to this intern position as 
necessary.  CHM is an equal opportunity institution. 
 
 
APPLICATION DEALINE 
We are currently accepting applications for this internship opportunity. 
 
 
HOW TO APPLY 
A completed internship application consists of the following: 
 

 A completed internship application form 

 A one-page personal statement describing your reasons for seeking an internship at 
CHM and what you hope to gain from the experience 

 A résumé outlining your educational, professional, and volunteer experiences 

 Contact information for two references 

 

Every effort is made to match the skills and interests of prospective interns with the 
needs and priorities of the department and the institution overall.  The application 
materials will outline the specific qualifications requirements for individual projects.  The 
Chicago History Museum does not discriminate on the basis of race, color, religion, sex, 
or national origin. 

https://www.chicagohistory.org/internship-application/

