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Martha’s Vineyard Book Festival 2019 
Internship Position Job Description  

Apply to: info@mvbookfestival.com 
Please include cover letter and resume 

 
Mission: The Martha’s Vineyard Book Festival highlights great books and great 
writing while promoting discussion on the leading issues of the day. Change 
happens by individuals who make it happen and we seek authors, and interns, who 
are change makers. On the weekend of August 2-4, 2019, we will bring to the island 
some of the country’s leading authors for lively panel discussions, interviews and 
talks on topical issues and on great literature. This will be the eighth season of the 
Martha's Vineyard Book Festival, which takes place every other year. In the 
alternate years we host the Martha's Vineyard Author Series. The festival will 
feature an opening event on Friday night, August 2, and then two full days of 
conversations on August 3 and 4. The MV Book Festival is organized under the 
auspices of the Chilmark Town Affairs Council, a 501(c)3 non-profit organization. 
 
The festival will feature 27 – 30 authors from across the country speaking together 
on panel discussions and in discussions with moderators.  Past speakers have 
included President Bill Clinton, Carol Anderson, Charles Blow, Geraldine Brooks, 
TaNehisi Coates, Matthew Desmond, Barney Frank, Tayari Jones, Min Jin Lee, 
Lawrence O’Donnell, Michael Pollan, Ann Patchett, Dr. Willie Parker, Cecile 
Richards, Richard Russo, Carly Simon, Deborah Tannen, and Amor Towles.  
More details on the MV Book Festival and Author Lecture Series can be found at 
www.mvbookfestival.com.  
.   
Position Overview: The Martha’s Vineyard Book Festival and Author Series, the 
island’s premier literary events held in alternating years, seeks an Operations Intern 
for the summer of 2019. We are looking for a unique individual to fill a part time 
position during the summer months of June, July and early August with also the 
potential of beginning work in May. Interns should be able to commit 15-25 hours per 
week, although there is room for more flexible hours and off-site opportunities.  
 
Vineyard Connections: The ideal candidate will be a college undergraduate with 
deep ties to Martha’s Vineyard having attended high school on the island, with family 
living on the island, and with a good understanding of the island community. 
 
Benefits for the Intern 
This position provides the invaluable opportunity to learn non-profit management 
with the reward of engagement in the intellectual and social fabric of the island 
community. The intern will meet some of the thought leaders of the day and help 
promote respectful dialogue.  
- Paid part time position 
- Flexible hours 
- Class credit (if available from university) 
- Opportunity to gain direct experience in all aspects of planning and executing a 

major literary event including content development and identification of 
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moderators, marketing and communications, logistics, site planning and working 
with contractors, and budgeting and accounting.  

- Engagement in a highly respected program promoting dialogue on topical issues 
and challenges. 

 
Responsibilities (may include some or 
all of the following) 
- Assist with content and theme 

development for the festival 
- Identify moderators and interviewers 
- Research and prepare author 

introductions and introductory remarks 
- Liaise with sponsors and donors 
- Help plan and execute marketing 

strategy including social media 
messaging, drafting and sending press 
releases, signage and posters 

- Update website and draft and send 
newsletters 

- Set up ticket sales for opening event 
with vendor, prepare ticket pick up and 
manage guest lists 

- Liaise with contractors for videotaping 
and sound system 

- Plan run of show for each program and 
help organize event volunteers 

- Coordinate with book store and 
authors’ publicists 

- Organize author transportation and 
housing on the island 

- Assist with post event responsibilities 
including donor acknowledgements, 
data management and budget tracking. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Requirements  
This position is applicable to college 
students majoring in such fields as 
Communications, Journalism, Marketing, 
Graphic Design, Event Planning, 
Literature, English or the Humanities. We 
seek a self-starting, book-loving 
individual with excellent organizational 
skills. 
- Strong writing skills 
- Strong interpersonal and 

communication skills 
- Skilled in computer applications 

including Excel, Word, Google Docs 
- Proficient with social media and 

website development, including 
Facebook, Instagram, Squarespace, 
Newsletter Builder 

- Organized and detail oriented with 
ability to prioritize, set and meet 
deadlines 

- Ability to work on event days and 
evenings  

- Knowledge of advertising and 
marketing a plus 

- Previous event experience a plus  
- Must have genuine interest in reading, 

literature, culture and the Island 
community. Strong ties to Martha’s 
Vineyard.   

- Should possess a valid Driver’s 
License and, ideally, have access to a 
car. 

 
 
 
 
 
 
CTAC is an Equal Opportunity Employer and does 
not discriminate on the basis of race, color, gender, 
sexual orientation, gender identity or expression, 
religion, disability, national origin, protected veteran 
status, age, or any other status protected by 
applicable national, federal, state, or local law. 
 


