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Description
The Canada Aviation and Space Museum is seeking a dedicated and enthusiastic
Internship Coordinator to join our team. As an intern at our department, you will play
a vital role in fostering the next generation of professionals interested in aviation,
space, and museum management. This role offers a unique opportunity to gain
valuable experience in one of Canada’s leading cultural institutions.

Responsibilities

1. Internship Program Management:
Develop and oversee the Canada Aviation and Space Museum’s
internship program, ensuring it aligns with the department’s
objectives and the institution’s mission.
Create and maintain a structured internship curriculum, which may
include a variety of aviation and space-related topics.
Act as the primary point of contact for internship applicants,
providing information, guidance, and support throughout the
application process.

2. Intern Supervision and Support:
Mentor and guide interns during their placement, ensuring they gain
practical skills and knowledge in aviation and space museum
management.
Monitor intern progress, providing constructive feedback and
addressing any issues that may arise during their tenure.
Organize regular check-ins and evaluation meetings to assess
interns’ performance and learning objectives.

3. Collaboration and Outreach:
Foster relationships with educational institutions and organizations
to attract a diverse group of internship candidates.
Collaborate with various museum departments to offer interns a well-
rounded experience and exposure to different facets of museum
work.
Organize events, workshops, and networking opportunities for
interns to connect with professionals in the field.

4. Documentation and Reporting:
Maintain accurate records of all interns, their activities, and
achievements.
Prepare regular reports on the effectiveness and impact of the
internship program, highlighting success stories and areas for
improvement.
Assist with the development of case studies and materials for public
relations and fundraising efforts.

Qualifications

Bachelor’s degree in a relevant field (Museum Studies, Education, History,
Aviation, etc.) or equivalent practical experience.

Hiring organization
Canada Aviation and Space
Museum

Employment Type
Intern

Duration of employment
3 Months

Industry
Museums, Historical Sites, and
Zoos

Job Location
Ottawa, Ontario, Canada, K1A,
Ottawa, Ontario, Canada

Working Hours
09

Date posted
April 15, 2024

Valid through
30.10.2026
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Strong organizational and interpersonal skills.
Excellent written and verbal communication abilities.
Passion for aviation and space history, and a genuine interest in fostering
the next generation of professionals in the field.
Previous experience in program coordination, education, or a related field is
an asset.

Job Benefits

1. Professional Development: As an Internship Coordinator, you will have
the opportunity to enhance your skills in program management, mentoring,
and networking within the museum and aviation and space industry.

2. Hands-On Experience: You will gain practical experience in the dynamic
field of museum management and education, specifically in aviation and
space history, which can be valuable for future career opportunities.

3. Networking: You will have the chance to connect with professionals in the
museum sector, aviation and space industry, and educational institutions,
which can open doors for future collaborations and job prospects.

4. Resume Enhancement: This role allows you to add a prestigious
institution like the Canada Aviation and Space Museum to your resume,
enhancing your credibility and employability.

5. Educational Insights: You will have access to the museum’s extensive
collection and resources, providing insights into Canada’s rich aviation and
space history.

6. Mentorship: You will receive mentorship from experienced professionals in
the field, which can significantly contribute to your career development.

7. Personal Fulfillment: Contributing to the museum’s mission and helping to
inspire future generations of aviation and space enthusiasts can be
personally fulfilling.

8. Flexible Schedule: Depending on the internship’s duration, you may have
a flexible schedule that allows you to balance your work with other
commitments.

9. Potential Future Opportunities: Successful performance during your
internship may open doors to future job opportunities within the museum or
related organizations.

10. Competitive Compensation: Depending on the specifics of the internship,
you may be eligible for a stipend or other forms of compensation to support
your living expenses during your internship period.

Contacts
Application Process:

1. Prepare Your Application Materials:
Resume: Update your resume to highlight your relevant
qualifications, skills, and experiences.
Cover Letter: Write a well-crafted cover letter that explains your
interest in the Internship Coordinator role and how your background
aligns with the job responsibilities and qualifications.

2. Gather Supporting Documents:
Collect any supporting documents, such as reference letters,
transcripts, or a portfolio, if applicable and required.

3. Submit Your Application:
Send an email to the designated application email address, if
provided in the job posting. Alternatively, if there’s an online
application form or job posting link, follow the instructions provided.

4. Include the Subject Line:
When sending your application via email, use a clear and
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informative subject line, such as “Application for Internship
Coordinator Position – [Your Name].”

5. Write a Professional Email:
In the email body, introduce yourself briefly and express your
interest in the position.
Attach your resume, cover letter, and any supporting documents as
PDF files.
Clearly state your contact information and preferred method of
communication.

6. Customize Your Application:
Tailor your cover letter to demonstrate how your qualifications and
experiences align with the specific responsibilities and requirements
outlined in the job description.

7. Follow-Up:
After submitting your application, consider sending a polite follow-up
email or making a phone call to confirm that your application has
been received.
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