
Administrative Intern
Job Description 

Bonfils-Stanton Foundation, Denver’s leading grant maker in arts and culture, is seeking a full-time (40 
hours/week) summer administrative intern through the Diversity in the Arts (DITA) Internship program from 
June 1 – August 6, 2021. We seek an individual who demonstrates initiative, enjoys variety, is adaptable 
and a creative problem-solver. The DITA intern will be work independently as well as collaborate with 
colleagues in a small team setting potentially remotely and in our offices, depending on statewide and/or 
city COVID-19 guidelines. An interest in the arts, sense of humor, a positive outlook and willingness to 
learn are also helpful.  

Responsibilities 
General Administration 

 Update and inventory images for use on the Bonfils-Stanton Foundation website and other social
media platforms

 Work with staff on the Foundation’s Legacy Archiving Project
 Assist with maintenance, organization and scanning of official files, documentation, and resources

on a common shared drive
 Assist with special projects, as needed

Livingston Fellowship 
 Assist the Director of the Livingston Fellowship Program with various activities including:

o Communications
 Call for nominations for 2021 Fellows
 Maintain distribution lists
 Periodic correspondence with applicants & finalists

o Support the selection panel and associated process
o Process applications
o Provide event and/or administrative support for potential convenings (virtual and/or in-

person) of members of the alumni network

Grantmaking 
 General support for the July 2021 grant cycle
 Assist staff in the preparation for the July 2021 board meeting
 Work alongside the Grants Program Director and Arts & Social Change Grantmaking Director on

various Foundation programs and initiatives
 Assist with the coordination of listening sessions with grantees

Communications 
 Assist with the development of a social media strategy that enhances visibility of arts organizations

and larger ecosystem.



 Collaborate with staff to refresh the website’s “Why Art?” section and why the Foundation has
prioritized art & culture

Arts Philanthropy 
 In addition to the specific projects outlined above, to the extent possible and as individual

opportunities present, the intern will be included in broad conversations, convenings and activities
at the Foundation and within the Denver philanthropic community.

Desired Skills & Experience 
 Intermediate MS Office user who is willing to learn MailChimp, Slack, social media, general 

technology and assorted online platforms
 Ability to simultaneously manage multiple projects with varying deadlines
 Strong organizational and communication skills
 Undergraduate student currently enrolled with at least one full year of college coursework 

completed and recent college graduates (Spring 2021)
 2.5 cumulative GPA
 Background or demonstrated interest in the arts/culture

Compensation 
$14.77/hour 


