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Chicago History Museum 

SUMMER INTERN POSITION DESCRIPTION,   2018 
INTERNSHIP TITLE:   Visitor & Member Services Summer Intern 

DEPARTMENT:  Visitor & Member Services 

STATUS:                  Unpaid Intern (non-employee)  

ACTIVITY SUMMARY: The intern will be part of the daily facilitation of visitor and summer youth 
group orientation to the museum.  This will involve preparation of orientation materials, greeting 
and guiding groups to galleries, theater, and event spaces, setting up and clearing the 
orientation spaces, distributing gallery maps and program information, and assisting with 
various front line tasks at the Ticketing Desk.  The intern will also serve as support staff for the 
Millennium Park Family Fun Tent in July and the Chicago Hot Dog Fest in August. The intern 
will be trained in representing the Museum, practicing CHM values in a mindful, respectful, and 
friendly manner. 

Finally, the intern will participate in the Summer Intern Enrichment Series presented by the 
Education Department. 

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: 
 

ACTIVITY EDUCATIONAL GOAL 

The intern will greet summer youth groups 
under the supervision of the School Group 
Visit Coordinator. 

The intern will experience direct interaction 
with the public. This will provide the intern with 
opportunity to develop their communication 
skills in a professional environment.  The intern 
will also have experiences providing excellent 
customer service while problem solving and 
answering visitor inquiries. 

The intern will participate in the CHM staffing 
of the Millennium Park Family Fun Tent and 
the Chicago Hot Dog Fest.  

The intern will learn how to take direction and 
function as part of a team for large-scale 
events in public, outdoor space.  The intern will 
learn about effectively organizing, packing and 
moving event materials to the site. There will 
be training in one-on-one craft activities with 
children and families.  The intern will learn how 
to work with the staff to “take the Museum out 
into the City”. 

 

ADDITIONAL INTERN ACTIVITIES:  

• Preparation of orientation materials for the summer youth group audience. 

• Intern will be given opportunities to attend organizational events such as staff meetings 
and other meetings such as brown bag lunches to gain a broader understanding of the 
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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; 

 

SUPERVISOR:  Director of Visitor & Member Services 

WORKING RELATIONSHIPS: 
School Group Visit Coordinator and Visitor Services Manager 

QUALIFICATIONS: 

• 2018 high school graduates or currently enrolled college students. 

• Experience working with school/youth groups, summer camps, church groups. 

• History or other liberal arts background; event management, recreation management or 
hospitality management programs of study. 

• Basic Word, Excel, Outlook Office Suite is expected. 

• Ability to lift, carry, or otherwise move and position equipment (including moveable 
storage bins, activity carts, boxes and racks) weighing up to 50 pounds. 

• Ability to meet deadlines; track and report weekly on progress on assignments. 

• Ability to function independently as well as on a team. 

• Ability to take and follow directions, as well as accept criticism 

• Ability to communicate effectively and consistently with supervisor and Visitor Services 
team.  Particularly regarding weekly schedule and reliability. 

• Strong verbal communication skills are essential; English/Spanish proficiency is desired. 

•  Commitment to follow the rules and guidelines contained in the Chicago History 
Museum Internship Program Handbook. 
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• Agreement to submit to a background screening and provide 2 recent references. 

• Commitment to the mission, values, and programs of the Chicago History Museum 
 

CHM VALUES: 
These are the values of the Chicago History Museum as an institution, our “Collective 
Values.” 

• Service, Collaboration, Discovery, Creativity, Empathy, authenticity, Integrity, and 
Stewardship 

These are the values that the staff members of the Chicago History Museum seek and 
hope to inspire in ourselves, our “Individual Values:” 

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

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

problems with determination and ingenuity. 
 

TIMEFRAME OR COMMITMENT: 
The intern will be expected to commit to at least 15 hours per week on 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.  The 
weeks must occur during late May to August 15, 2018.  The intern must be available for a 
minimum of 15 hours from Thursday, August 9 – Monday, August 13, 2018. 

CHM interns will be strongly encouraged to attend enrichment programming planned especially 
for the CHM intern program.  Programs will consist of themed panel discussions led by CHM 
staff and will occur during July.  Interns will be notified well in advance of program dates.  These 
programs further enable the CHM internship to be an educational experience for the intern. 

Interns will also be asked to assist with one 2 – 3 hour shift for a program that supports 
Museum’s summer educational programming.  Interns will be notified well in advance of the 
program dates and will be able to sign up for a shift that best accommodates their availability.  

   

 
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 DEADLINE 
We are still accepting applications for this internship opportunity. 
 
 
HOW TO APPLY 
A completed internship application consists of the following: 
 

• a completed internship application form (available online) 
• a one-page personal statement describing your reasons for seeking an internship at 

CHM and what you hope to gain from the experience 
• a resume outlining your educational, professional, and volunteer experiences 
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• 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. 
 
 


