
 

 

SUMMER FEST 2019 
Assistant to the Festival Director 

The Assistant to the Festival Director works directly the festival director to ensure all festival logistics 
are executed and properly communicated prior to Summer Fest, August 9-11. This rigorous position in 
a fast-paced, collaborative environment is a great opportunity for an individual interested in gaining 
exposure to the non-profit arts sector while adding practical experience to their résumé. 

 
Internship Duties 

• Assist with help contacting venues and local merchants to work out festival logistical details 
• Help contact agents and artists to confirm details regarding hotel and transportation, tax information 
• Research elements that may be needed for the festival, like production logistics 
• Attend weekly staff meetings, and meeting with the City of San Jose and other partners 
• Help source festival items, like water, soda, and other needs 
• Assist with recharging fire extinguishers 
• Assist with other items a needed for the festival director 

 
Suggested Skills 

• Strong organizational skills and attention to detail 
• Outgoing and diplomatic personality, with the ability to lead others 
• Knowledge of Microsoft Office applications 
• Experience with Google Drive is a plus 
• Grace under pressure and creative problem solving 
• Passion for live music! 



 

To apply for this internship, submit your résumé to the Artistic & Festival Director at 
brucel@sanjosejazz.org.  

 
About San Jose Jazz 
Founded in 1986, San Jose Jazz is a public benefit corporation celebrating jazz as a dynamic, evolving art 
form and is producer of the annual San Jose Jazz Summer Fest and Winter Fest. With its singular music 
programming and innovative educational offerings, San Jose Jazz preserves the jazz tradition while actively 
supporting the next generation of performers within the genre and beyond. In 1987 San Jose Jazz 
produced its first Winter Jazz Series; in 1990 it produced its first jazz festival; and in 1993 it produced its 
first youth education program. San Jose Jazz is a dynamic, region-wide organization presenting over 160 
events annually. 


