
Town of Orange Park 
2042 Park Avenue, Orange Park, FL 32073 

(904) 278-3043 Fax: (904) 278-3033 

 
  

 

Events & Recreation Department 

Events Intern 
 

Position Summary:  

The Events Intern will work alongside the Event Manager in event planning and execution. The 

Intern will have the opportunity to assist in the coordination of the Town’s events from our major 

festivals to movies in the park. This internship requires some nights and weekends.  

 

Responsibilities: 

 Assist in preparing and coordinating all logistical aspects of Town events. 

 Request estimates, communicate with vendors and interact with all Town departments.  

 Assist in volunteer recruitment and coordination. 

 Post events on social media and various event calendars.  

 Organize survey data. 

 Other duties may be assigned as needed.  

 

Qualifications: 

 Interest in the event planning and management field.  

 Coursework or comparable work experience preferred; 3.0 GPA or higher preferred. 

 Ability to work in a fast-paced and occasionally high-stress environment.  

 Highly organized, professional, enthusiastic and punctual.  

 Excellent communication skills. 

 Excellent computer skills; experience with MS Access & Adobe products is a plus. 

 Knowledge of social media platforms.  

 Not afraid to get dirty or sweaty.  

 

Commitment: 

This is a part time internship. Schedule is flexible and will be set by the supervisor and the 

internship candidate in advance. Office hours are M-F 8am-5pm. The preferred schedule is 2-3 

days per week for a maximum of 16 hours per week. Hours will vary and/or increase during 

event execution times and will be communicated in advance. Events take time to plan and 

produce. Candidates willing to commit to a minimum of three months will be given preference.  

 

Compensation: 

This is an unpaid/volunteer internship. The intern will gain highly valuable work experience, 

references, contacts and course credit as approved by the intern’s school. A formal letter of 

reference will be given upon request.  

 

Contact: 

Email Resume & Cover Letter to: 

Emily Dockery, Events & Recreation Manager 

edockery@townop.com or (904) 278-3043 

mailto:edockery@townop.com

