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MUSEUM AND HERITAGE STUDIES
INTERNSHIP PROGRAMME




ARCHAEOLOGY, HISTORY, MUSEUMS AND 

HERITAGE STUDIES INTERNSHIP PROGRAMME 


- Objectives -
· Experience the day-to-day mechanics of managing a small historical museum
· Gain proficiency in institutional grant/proposal writing for the museum
· Learn and develop various communication strategies at the museum including public relations, visitor communication, and marketing studies
· Contribute and implement ideas to improve the exhibitions and special presentations
- Programme -
Duration of Internship:  Three Months (12 weeks)

Week 1:  
Introduction to Benjamin Franklin House
· Overview of House and the museum’s mission 
· Computer orientation

· Participate in formal tour (both on public day and student day)

· Read all Franklin Museum documents and website

· General assistance with all visitors and special groups

· Office support with House Administrator
· Box Office / Book Shop training 
Week 2:  
Project 1 – General/Ongoing
· Participate in mass mailings / Help deliver mail
· Help staff with administrative tasks 

· Prepare and run Historical Experience
· Supervise the Box Office / Book Shop
Week 3:  
Project 2 – Communication
· Complete a special communications project for the museum in the area of public relations, visitor communication or marketing

· Develop and implement consistent feedback tools
· Continue providing support for visitors to the House
· Supervise the Box Office / Book Shop
Week 4:
Project 3 – Marketing

· Create links with other museums that would be interested in the House
· Prepare pamphlets for upcoming events
· Think of ways to increase public awareness of museum activities
· Supervise the Box Office / Book Shop
Week 5:  
Project 4 – Fundraising
· Work with Development Manager 
· Target grant organizations
· Generate unique fundraising ideas and leads
· Supervise the Box Office / Book Shop
Week 6:
Project 5 – Education
· Work with Education Manager

· Participate in Science Demonstrations

· Participate in Discovery Room for one entire day

· Help manage School Days
· Create workshops for Student Science Fair and other related activities
· Supervise the Box Office / Book Shop
Week 7: 
Project 6 - IT

· Update IT systems + Shared drive 
· Network support

· Website update and maintenance (to be coordinated with House Administrator)
· Supervise the Box Office / Book Shop
Week 8-9:   Project 7 - Museum Evaluation and Improvement
· Using feedback results developed in Week 2
· Develop a plan for museum improvement based on feedback
· Present plan to Dr. Marcia Balisciano, Director
· Implement approved elements under Marcia’s direction
· Supervise the Box Office / Book Shop
Week 10-11: Project 8 - Special Exhibitions and Events

· Review all House Events during the year
· Set up official procedures and preparation timelines for Events
· Research other Exhibition/Event ideas and costs associated with them
· Look at possible joint ventures with other institutions
· Prepare formal proposal for selected ideas and present to Dr. Marcia Balisciano
· Supervise the Box Office / Book Shop
Week 12:  
Project 9 - Wrap-Ups

· Finish any remaining projects
· Prepare formal summary paper of each project and results achieved
· Prepare a Work-In-Progress document for all unfinished and continuing projects
· Exit interviews with key staff members

· Prepare a feedback document with suggestions on how to improve internship program
· Supervise the Box Office / Book Shop
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Ana Doria Buchan
Education Manager ~ Benj amin Franklin House - 36 Craven St London WC2N 5NF
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