Department: Cross-functional 
Job Status: Part-Time
Reports To: Director of Research
FLSA Status: Non-Exempt
Amount of Travel Required: Event & prep days
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Position Summary:
This internship offers an exciting opportunity to immerse yourself in the dynamic world of event support within a thriving economic development organization. You'll gain hands-on experience in various aspects of marketing, communications, and investor relations while focusing on the planning and execution of events.

Essential Functions:
· Assist with research, data validation, and analysis in support of economic development projects, industry initiatives, internal research, and publications.
· Monitor industry trends, business news, and economic development activity to provide timely market intelligence and support strategic initiatives.
· Maintain accurate contact records and engagement activity within HubSpot CRM, including marketing, investor, and international business contacts.
· Support the coordination of international delegation visits by assisting with meeting logistics, presentations, itineraries, and follow-up communications.
· Prepare, format, and organize presentations, briefing materials, reports, and other documents for internal and external stakeholders.
· Assist with the planning and execution of Opportunity Austin investor events, including registration, nametag preparation, printing, event setup, and breakdown.
· Support the preparation of investor meetings, councils, board meetings, & other engagements.
· Assist with public relations reporting, media tracking, and documentation to support communications initiatives.
· Perform website content management tasks, including organizing digital assets, updating backend files, and maintaining website content.
· Provide general administrative support to the entire Opportunity Austin team, including file management, document preparation, and special projects as assigned.

Position Qualifications:
Education: Currently pursuing a degree in Marketing, Communications, Business, or a related field.

Computer Skills: Proficiency in Microsoft Office Suite and HubSpot software is preferred.

Physical Demands: Ability to assist with event setup and teardown, including lifting and carrying up to 20 pounds occasionally.

Competency Statements:
· Business Acumen: Ability to understand the goals and objectives of events in the context of economic development initiatives.
· Communication, Oral/Written: Strong communication skills, with the ability to craft compelling event materials and effectively interact with stakeholders.
· Project Management: Excellent organizational skills and attention to detail, with the ability to manage multiple tasks and deadlines simultaneously.
· Initiative: Proactive mindset with the ability to take ownership of tasks and contribute ideas to enhance event experiences.
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