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Summer 2017 

POSITION DESCRIPTION 

INTERNSHIP TITLE: History Fair Inquiry Education Associate 

DEPARTMENT:  Chicago Metro History Fair  

INTERN SUPERVISOR:  Lisa Oppenheim, Director 

STATUS:     Unpaid Intern (non-employee)  

 

ACTIVITY SUMMARY:  

The intern will: 

 Research thematic topics and sources related to Chicago/Illinois history, which will be 
published online 

 Enhance and reorganize the topics and sources page of HF website (major revisions) 

 Create a History Fair Student Handbook 

 Demonstrate a clear, concise, and creative editorial style 

 Develop argument templates 

 Develop innovative ways to teach the theme 

 Organize and support several teacher-focused professional development workshops 

 Update/revise PowerPoint presentations and create new tutorials 

 Knowledge of Content Management of websites a plus 

 Knowledge of graphic design a plus 

This internship offers the successful candidate the opportunity to participate in a range of 
activities to support the planning, development, and implementation of inquiry-based history 
education programs for teachers and students in grades 6–12. Projects and assignments are 
chosen to provide an introduction to teaching, deepening research skills, alternate performance 
assessment, event planning and management, and working with teachers as well as History 
Fair stakeholders. 

 

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 be experience elements of 
history education programs. 

The intern will develop online and print materials 
about writing a historical thesis, doing research, 
analyzing sources, making an argument. (Teaching) 

The intern will conduct research. 
The intern will use research skills to identify books, 
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key websites and online databases which students 
in grades 6–12 can access.  The intern will practice 
internet literacy skills, and bibliography-writing, and 
Archival research. (Historical Research, Teaching) 

 

The intern will manage projects. 

 
The intern will use project management through 
defining schedules, maintaining systematic control 
of projects in a specific History Fair category. 
(Organizational, Teaching, Systems thinking) 

The intern will use and improve written and oral 
communication skills by communicating with 
students and teachers. (Communication, Problem-
Solving, Teaching) 

The intern will contribute to setting up and running 
CMHF’s summer professional development 
activities. (Organizational, Systems-thinking, 
Education) 

The intern will experience team-building by working 
with History Fair staff members and teachers and 
librarians. (Communication and Collaboration) 

 
They will gain an understanding of guest services 
through ability to answer questions, provide 
directions, communicate with supervisors and staff, 
and problem-solve. (Flexibility and Adaptability) 

 

 

GENERAL GOALS: 

 This internship will provide education training for those interested in teaching youth 
and/or working with teachers. 

 This internship will provide inquiry and research training for those pursuing Library 
Science or Public History degrees. 

 This internship will also provide the intern with close supervision by and collaboration 
with 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. 

 

 

WORKING RELATIONSHIPS: 

History Fair interns will work collaboratively with staff and other department interns. As the 
programs warrant, interns will work with staff in CHM Visitor and Member Services, Security, 
and the Education departments and the larger archival community. 
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QUALIFICATIONS: 
The candidate should have an interest in history education and making historical inquiry exciting 
for youth.  The successful candidate needs to be motivated, capable of working in a high energy 
environment at contests, a problem-solver and flexible thinker, willing to work independently and 
supportive of a team; be efficient and detailed, and have strong research and communication 
skills. 
 
Applicant should have completed junior year in college or working towards a graduate degree in 
a related field or have recently obtained a degree, history preferred. 

 Proven proficiency in doing online research and working in MS Word and Excel required. 

 Social media, photography, and technology skills are preferred, but not required. 

 Basic design experience in Publisher, PowerPoint, Word, or InDesign a plus. 

 Working knowledge of website’s Content Management Systems a plus 

 Access to a vehicle is not required, some travel by car may be needed 

 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. 

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

 

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. 

Supporting the Museum’s institutional values of Service, Collaboration, Discovery, Creativity, 
Empathy, Authenticity, Integrity, and Stewardship 
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TIMEFRAME OR COMMITMENT 

History Fair interns may begin either the week of June 5 or June 19 (interregnum due to 
National History Day week). It is expected that the intern will work approximately 15 hours week, 
though changes may be negotiated. The internship may conclude in early to mid-August, and 
there is a possibility of continuing the internship throughout the next school year. 

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. 
 
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 
 
Application packages are due by April 14, 2017.  E-mail, mail, or museum drop-offs are 
accepted by the deadline. 
 
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/

