
	

 
2019 Sydney Writers’ Festival  
Sponsorship & Events Internship 
 
To apply, please send a .pdf copy of your resume and cover letter to 
volunteers@swf.org.au ensuring that you address how your skills and experience 
relate to the role. Applications close at midnight, Sunday 3 February 2019. 
 
The 2019 Sydney Writers’ Festival Sponsorship and Events Interns will undertake a variety of 
practical activities designed to facilitate learning and contribute to the development 
requirements of the Festival. Reporting directly to the Partnerships Manager, the Interns will 
assist with collating and distributing promotional material used in the lead-up to the Festival, 
preparing schedules, reviewing contracts and tracking sponsor benefits. During the Festival, 
the Sponsorship and Event Interns will coordinate scheduling and delivery of sponsor branding 
at festival events.  
 
The Sponsorship and Events Interns would benefit from skills or interest in the following areas: 
Familiarity with MS Office, Excel, Keynote and Adobe InDesign, and a fastidious nature for the 
review of contracts. The ability to negotiate a range of stakeholder relationships, including 
being able to confidently engage in conversation with patrons, sponsors, staff and guests. 
Having an organised work manner with a range of administrative skills, such as arranging 
schedules, phoning suppliers and proofing documents. Lastly, being comfortable with the 
physical component of the work, such as moving stock and carrying banners.  
 
This role is ideal for students undertaking a Business, Communications & Media, or Law 
degree.  
 
The Sponsorship and Events Internship will commence in the last week of February and 
finish in the second week of May. This is a commitment of 12 weeks at approximately 10 
hours per week, plus an additional 10-20 hours across the week of the Festival, a total 
commitment of approx. 140 hours. During the week of the Festival, the Intern will have the 
chance to put their learning into practice, as well as the opportunity to witness the results of 
their hard work. 
 
The Sponsorship & Event intern will assist with: 
 

- Updating database with current contract details & requirements 
- Managing RSVP guest lists for events 
- Preparing and updating the Festival Sponsorship Schedule  
- Preparing welcome packs and gift bags for guests 
- Creating event screens in collaboration with Marketing 
- Reviewing contracts and logging benefits 
- Branding events during the Festival by supplying event screens and banners 
- Working with the Partnerships Manager to deliver contracted sponsor benefits 
- Assisting the Head of Development as needed 



	

 
Key learning opportunities of this internship include: 

1. Data management, including working from files on a server, file naming practices 
and data manipulation in both Microsoft Office and Microsoft Excel 

2. Liaising between internal & external stakeholders, including sourcing potential 
partners, working with other SWF departments, and collecting logos from 
confirmed partners 

3. Hospitality servicing (partners) including the administrative work that goes in to 
the events, such as issuing stock and booking couriers, and the front of house work 
such as keeping a guest list, escorting partners and problem solving. 

4. Creative suite development including basic skills in InDesign such as resizing, design 
on the page and proofing 

5. Post event reporting overview, including summarising, analysing and evaluating 
data, and handover practices 

 
Key dates for Sydney Writers’ Festival 2019  

 

FEBRUARY    

February 3  Sponsorship & Events Internship applications close  
February 25  Sponsorship & Events Internship begins 
   
MARCH  
March 14  Program launch 
March 16  Program launch in The Sydney Morning Herald 
 
APRIL  
Apr 13   Volunteer Orientation Day 
Apr 29   Festival begins 
April 30   Opening Night party 
 
MAY 
May 1-4   SWF Night & city events 
May 2-5   SWF day events at Carriageworks 
May 14 Volunteers wrap party  
 


