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Description
We are currently seeking enthusiastic and motivated individuals for our
Admin/Marketing Internship program. This internship offers a unique opportunity for
aspiring professionals to gain hands-on experience in the administrative and
marketing aspects of a leading cultural institution.

Responsibilities
Administrative Internship:

Assist in day-to-day administrative tasks, including document management,
data entry, and scheduling.
Provide support in organizing events, meetings, and workshops.
Collaborate with various departments to streamline internal processes.
Respond to inquiries and provide excellent customer service.
Contribute to the development and implementation of administrative
policies.

Marketing Internship:

Assist in creating and executing marketing campaigns to promote events
and productions.
Manage social media accounts, generate engaging content, and interact
with online communities.
Conduct market research and analyze trends to identify marketing
opportunities.
Collaborate with the design team to create visually appealing promotional
materials.
Assist in the planning and execution of public relations initiatives.
Monitor and report on the performance of marketing campaigns.

Qualifications

Currently enrolled in a relevant undergraduate or graduate program.
Strong organizational and multitasking skills.
Excellent written and verbal communication skills.
Proficient in Microsoft Office Suite.
Familiarity with social media platforms and digital marketing concepts.

Job Benefits

Gain valuable hands-on experience in the fields of administration and
marketing.
Work closely with experienced professionals in the performing arts industry.
Networking opportunities with artists, producers, and industry experts.
Access to cultural events and performances hosted at the South African
State Theatre.

Hiring organization
South African State Theatre

Employment Type
Intern

Duration of employment
3 Months

Industry
Performing Arts

Job Location
Pretoria, Gauteng, South Africa,
0002, Pretoria, Gauteng, South
Africa

Working Hours
09

Date posted
May 26, 2025

Valid through
13.01.2028
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Contacts
Step 1: Review Job Description Carefully read through the job description to
understand the responsibilities and qualifications required for the Admin/Marketing
Internship positions.

Step 2: Prepare Application Materials Create a comprehensive application
package, including:

A well-crafted resume highlighting your educational background, relevant
skills, and any prior work or volunteer experience.
A cover letter expressing your interest in the internship, outlining your
qualifications, and specifying whether you are applying for the Admin or
Marketing position.
Any relevant work samples or portfolios (if applicable).

Step 3: Submission Deadline Note the application deadline mentioned in the job
description. Ensure that your application materials are submitted before the
specified deadline.

Step 4: Email Submission Send your application materials to the designated
email address provided in the job description. Use a clear and concise subject line,
such as “Internship Application – [Your Full Name]”.

Step 5: Confirmation Email Upon successful submission, you will receive a
confirmation email acknowledging receipt of your application. If you do not receive
confirmation within a specified timeframe, please follow up with the provided
contact information.

Step 6: Interview Selection Shortlisted candidates will be contacted for an
interview. This may be conducted in person, over the phone, or via video
conferencing, depending on circumstances and availability.

Step 7: Interview Preparation Prepare for the interview by researching the South
African State Theatre, understanding its mission, and reviewing your application
materials. Be ready to discuss your skills, experiences, and how you can contribute
to the internship.

Step 8: Interview Participate in the interview process, demonstrating your passion
for the arts, your understanding of the position, and your suitability for the internship.

Step 9: Offer and Onboarding Successful candidates will receive an offer letter
outlining the terms and conditions of the internship. Once accepted, you will
proceed with the onboarding process, including orientation and training.
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