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INTERNSHIP APPLICATION FORM


Before you fill up this form, you may wish to visit the company’s websites to understand what we do and hence ensure that TheatreWorks is the right arts company for a fulfilling internship experience. The websites are as follows:

www.theatreworks.org.sg 

www.72-13.com
www.artsnetworkasia.org

A. PERSONAL PARTICULARS

	Full Name
	

	Address


	

	Contact number
	

	Email
	

	Institution (if any)

Year of Study 

Concentration
	

	Nationality
	

	Age 
	


B. CANDIDATE PROFILE

Please answer the following questions for us to know you. Please provide as much information as you deem necessary to present a holistic image of yourself as an intern.

1. Please rate your area of interests, starting with 1 as your top preference. You may leave blank areas which do not interest you.
	Rating
	Job Scope

	
	Arts Management ​– work under the supervision of the Managing Director and/or Project Manager in the planning, preparation and administration of the company’s forthcoming projects. This may involve (a) logistics for air travel, ground transport and hospitality (b) project admin such as agreements, reports, schedules and contact sheets (c) liaison with artists/creatives and venues on their needs (d) ticketing (e) research in relation to the projects’ content.

	
	Arts Network Asia (ANA) – work under the supervision of the ANA Manager to update the ANA website with information of grant awardees. This may involve (a) organising the post-project reports, videos and visuals for uploading (b) translating applications from various Asian languages into English (c) coordinating the upload process in liaison with the web administrator.

	
	Education & Outreach – work under the supervision of the Project Manager and/or Administrative Executive to plan, prepare and execute the company’s community-based initiatives. This may involve (a) liaison with schools, charities, libraries and community clubs (b) registration of audience/participants (c) organising F&B and welcome packs. 

	
	Documentation – work under the supervision of the Administrative Executive to organize the company’s audio-visual records and inventory. This may involve (a) organizing the company’s archives in a systematic way (b) conducting photo/video documentation of the company’s current projects (c) reproducing and/or editing the materials for distribution.

	
	Production/Stage Management & Technical Theatre - work under the supervision of the Production/Stage Manager and/or Technical Manager/Director to execute the production from rehearsals to performance. This may involve (a) preparing the rehearsal room (b) hands-on tech work in the theatre (c) sourcing for props and costumes (d) errands for supplies and equipment (e) running the show as stagehands, operators or even Assistant Stage Manager.

	
	Publicity & Marketing - work under the supervision of the Managing Director and/or Project Manager to plan, prepare and execute the promotion campaign for the company’s forthcoming projects. This may involve (a) devising the promotion plan and timeline (b) production of collaterals (c) online marketing (d) writing/editing copy (e) image selection and touch-up (f) liaison with press on interviews and event listings (g) Front-of-House duties.

	
	Others – describe any other area of work that you are interested in but is not outlined above.

	2. Why did you approach TheatreWorks for an internship?



	3. What are your goals for this internship? How does working at TheatreWorks benefit your personal development?



	4.  Please describe any special transferable skills and knowledge that may be useful in your internship with us. This could be writing, photography, videography, music, design, public speaking, marketing, cooking etc.



	5. What was the last arts event that you attended or participated in, and what is your reflection of that experience?




C. INTERNSHIP STRUCTURE
	Proposed Start Date


	

	Proposed End Date
	

	How many hours can you work per week? Please note our office hours are 9:30am-6:30pm, Monday-Friday.
	

	Are you able to work on weekday evenings and weekends during company events/performances?
	

	Do you have any other commitment during your internship period? This could be for part-time work, class, exams, holiday, church, family etc. Please list them in detail. 
	


D. CREDIT
	Is the internship meant for academic credit? YES / NO

	If yes, what does your institution require from TheatreWorks? This could be endorsing your timesheets and report, signing an internship agreement; facilitating visits by your teacher/instructor, post-internship evaluation etc. 

What do you need to submit in fulfillment of your internship? This could be a report, paper, daily logbook, timesheets etc.

Do you have an internship advisor? If yes, please provide us with his/her contact details:

Name:

Designation:

Contact number:

Email address:

	If no, do you require anything from TheatreWorks upon completion of your internship? Please note we do not usually write formal testimonials for interns.



	Do you require a stipend? YES / NO


E. REFERENCE
Please provide at least one reference from your institution or prior work experience:

	Name
	

	Designation
	

	Organisation
	

	Address
	

	Contact Number
	

	Email
	

	Affiliation to yourself
	


F. SUPPORTING MATERIALS

Please attach your CV/Resume to this application. You may also wish to submit other materials to support your application. This could be a portfolio of your work/achievements in writing, design, photography/videography, theatre, dance, community work, co-curricular activities etc. Please note all materials submitted will not be returned unless request is made.
G. SUBMISSION
Please email your completed application form as a PDF file with a cover memo to tworks@singnet.com.sg, or post it to 72-13 Mohamed Sultan Road Singapore 239007.

H. EVALUATION

We will evaluate your application upon receipt, and will contact you for an interview if necessary. This normally takes up to 2 weeks. We accept interns all year round, but some areas of work may not be available throughout. We usually try to match the intern’s interest and skills to the job scope. All successful interns are placed on a two-week probation before formalizing the remainder of the internship period. 

Thank you for your interest in TheatreWorks. We look forward to hearing from you.



This section is filled in by TheatreWorks.

Date / Time of interview:

Name / Designation of interviewer:

Comments:

Recommendations:
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