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Name of Organization: Position Title: 

Frankly Music Operations Intern 
 

Hourly Wage: 15 Average Hours Per Week: 5 

 
Desired Work Schedule: 

(list ideal work days and times of the week for this position) 

Most of this work can be done from remote with a computer and internet connection in about 5 hours per week. Some 
long range projects may also emerge. A few days before our conerts, there will be more on-site work to prepare 
(December 12th, 2022, January 30th, 2023, March 11th, 2023, May 15th, 2023). There will also likely be a fundraising 
event in the spring of 2023, date to be determined. 

 

Address: 622 N Water Street (c/o Burke Properties) 
Milwaukee, WI 53203 
(Please note: most of the work will be portable or at our two concert 
venues) 

 

Supervisor Name: Paul Beck, General Manager Supervisor Phone Number: (917) 494-5258 
 

Supervisor Email: generalmanager@franklymusic.org 
 

Essential Duties and Responsibilities: 

Support the activities of the part time staff of Frankly Music, including interaction with world-famous violinist Frank Almond, General 

Manager, and Development Consultant. Tasks would be administrative in nature (creating contracts, proofreading program sheets, 

booking hotel rooms for artists) and during concert weeks some public facing work such as taking tickets, preparing for receptions, 

artist hospitality, stage management, and logistics. 

 

 

 

 

 

 

 

 
Required Qualifications: 

 

Knowledge, Skills, and Abilities (check all that apply) 

Verbal Communication 

Microsoft Office Skills (Word, PowerPoint) 

Adobe (Photoshop, Illustrator, InDesign) 

Detail Orientation 

Initiative 

Written Communication 

Ability to Work Independently 

Ability to Work in a Team 

 

 

Presentation and Public Speaking Skills 

Problem Solving 

Flexibility/Adaptability/Creativity 

Organizational Skills 

Customer Service Skills 

Multi-tasking 
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Provide other required qualifications or information on this position: 

Please be curious about classical music concert presentations, or have some background in the arts. Some 
experience working with creative people is helpful. Attention to detail a must, and decent written and verbal 
communication skills are important. 

 
 
 

 

Skills/Experiences Gained from this Position: 

 
Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that 

apply below. 

 

Critical Critical and Creative Thinking Skills 

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one 

situation to new situations to solve difficult problems or explore complex issues in original ways. 
 

Effective Communication Skills 

Student employee will be able to meaningfully articulate how experiences outside of the formal 

classroom deepens their understanding of fields of study and broadens their points of view. 

Intercultural Knowledge and Competence 

Student employee will be able to articulate insights into their own cultural rules and biases. 

 

Individual, Social, and Environmental Responsibility 

Student employee will be able to provide evidence in civic-engagement activities and describe what they 

have learned about themselves as it relates to a reinforced and clarified sense of civic identity and 

continued commitment to public action. 

 
Please describe other skills/learning outcomes students will develop in this position: 

 

After an Internship at Frankly Music, a student will be poised to produce events in a professional manner and come 

away with an understanding of the needs of performers in a concert setting. This can translate into any type of event 

work or project management. Valuable community connections can also be forged with our staff and board, which 

could be a launchpad for a successful career in the Milwaukee non-profit sector. 
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