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This is your chance to work toward creating a world without cancer while working at the greatest organization in the 

world. In addition to providing support to the Operations team the Event Management Internship is designed to 

provide a well-rounded and practical hands-on educational experience for the student. The internship can be done 

for university credit and/or resume experience, and is paid with one’s own gratifying feelings of helping create a 

world without cancer. 

Responsibilities:  

 Assist team with the overall planning and management of Pedal the Cause events, including event weekend 
(annual fall cycling event), training rides and community days ensuring a smooth and successful execution.  

 Responsible for pre-event, event and post-event planning and implementation of assigned activities/events 
including but not limited to Kids Challenge and Cruiser Cup.  

 Work with Associate Director of Events to identify, recruit and train volunteers.  

 Coordinate with team, production staff, volunteers, vendors and community partners on all aspects of event 
implementation.  

 Assist with the management of vendor partnerships including the solicitation and confirmation of space, 
payment, special requirements, communication materials, load-in/out schedule, permits as needed, and site 
walk through.  

 Assist with the identification and procurement of permits, as needed.  

 Assist with the identification, solicitation and procurement of in-kind goods and services.  

 Manage bike shop relationship including participation in promotion of  
PTC (POS in shops and online), course support, bike rental program and overall awareness campaigns to 
their clientele.  

 Coordinate additional one-time events and volunteer events as assigned. 

 Assist with cultivating, maintaining and expanding relationships with in-kind partners, vendors, and athletic 
partners (bike shops, athletic facilities).  

 Attend internal operations meetings, production calls, site visits and event related meetings as assigned by 
the Associate Director of Events. 

 Assist in the preparation of “Day of” materials including reports, run of show for volunteer leader areas and 
production schedule.  

 All other duties approved by supervisor 
 

Qualifications: 

 Internships are for college students or post college graduates 

 Excellent oral, written and interpersonal communication skills. 

 Exceptional organizational skills; ability to manage multiple and concurrent projects. 

 Excellent interpersonal skills and the ability to work in a team environment. 

 Ability to work with minimal supervision. Innovative and self-motivated.  

 Ability to effectively communicate with individuals at all levels of the organization, especially volunteers 
and vendors. 

 Passionate, high-energy, adaptable, and a strong commitment for the mission of Pedal the Cause. 

 Must have viable transportation  

 Interns are required to use Microsoft Office Suite, with an emphasis in Word and Excel 

 Ability to work flexible hours 

 Comfortable with light manual labor 

 Must possess strong communication (oral and written) skills 
 

Time Commitment: Hours are flexible and negotiable (typically 20-25 hours a week). Preference given to 

students willing to commit to two semesters or a year-long internship — minimum of one semester commitment 

required. Hours will increase in August and September as the event weekend approaches (September 23-24). Full 

time commitment 1 week before and after event. 

Application Deadlines: Resumes may be submitted at any time. 
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