
 

Position: Intern, Birthday Party Administrative Support 

Summary:  As San Antonio’s premier resource for early learners, their caregivers, and their 

educators, The DoSeum Experience grows curious minds, connects families, and 

transforms communities. Featuring 70,000 square feet of interactive exhibits—both 

indoor and outdoor—The DoSeum cultivates innovative thinkers capable of mastering 

the opportunities of tomorrow. The museum’s Birthday Party program is a key 

component of this educational portfolio. As a member of The DoSeum’s Education and 

Guest Experience division, this position supports the Birthday Party team leader and will 

learn scheduling, planning, coordination, and facilitation of The DoSeum’s birthday party 

program.  

Reports To:  Museum Sales & Events Manager (Primary) & Chief Program Officer (Secondary) 

 

Key Responsibilities: 

• Assist in the creation, preparation, and maintenance of Birthday Party materials, supplies, and 
any promotional needs. 

• Coordinate and ensure set-up and clean-up of program materials and party rooms, potentially 
with other DoSeum Staff. 

• Interact positively and enthusiastically with DoSeum Staff and Guests/clients (children and 
adults), both in-person and through telephone and electronic communication. 

• Assist in birthday party customers’ needs (children and adults), and work with DoSeum Staff to 
meet needs.  

• Other administrative duties as assigned. 
 

The Idea Intern candidate should possess the following: 
 

• Appreciation of and ability to work within a fast-paced environment. 

• Comfortable with basic computer skills and software (e.g., Microsoft Office). 

• Excellent interpersonal communication and customer service skills. 

• Reliability; available Saturdays and Sundays. 

• Must be enthusiastic, approachable, confident, creative, and present in the moment, with a 
good sense of humor and ability to play without hesitation. 

• Reliable method of transportation. 

• Ability to lift 25 lbs., climb stairs, bend, and stand and/or walk for two or more hours. 

• Variable exposure to noise, weather, and other variables. 

 
 
The DoSeum is an equal opportunity employer. We celebrate diversity and are committed to creating an 
inclusive environment for all employees, interns, and volunteers.  
 


