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Berkshire Hills Internship Program (B-HIP)

Application Instructions

Berkshire Hills Internship Program (B-HIP) is a structured summer internship course that helps to integrate theoretical concepts and real-world experience.  An intensive twelve-week program, B-HIP combines an internship component with a seminar in arts management, talk backs with the area's leading arts professionals, and full participation in cultural events throughout Berkshire County.
We pride ourselves on providing an immersive internship that allows interns to gain hands-on experience in a renowned cultural institution, while having the support of our administrative and academic team behind them. 
Students can earn 12 undergraduate credits through Massachusetts College of Liberal Arts or graduate credits through their own university.  The course may also be taken on a non-credit basis, instead earning a certificate of completion.  Taken on a non-credit basis, B-HIP costs $2500; taken for-credit, B-HIP costs per-credit.  The program fee includes housing and tickets to all cultural outings.  Interns also received a $100 per week stipend from their internship sites.

Once applicants have been accepted into the program, they can apply for available scholarships and tuition reductions.  Need- and merit-based scholarships are available on a first-come first-served basis.  
Eligibility and Availability: 

B-HIP is a 12-credit course that is open to college students (juniors and seniors), recent graduates, and working professionals. Applicants must have a minimum GPA of 2.5.  Nonprofit, business, and/or arts management coursework or experience in the field is helpful. Applicants should be passionate about the arts management field and be prepared for an intensive twelve weeks.  Interns are required to be available for the full program (see website for dates).

​​​​​​​​​​​​​​   

Your Application Package Should Contain The Following Items: 

1. A Fully Completed, Signed, and Dated Application: Fill out the application completely, and answer all essay questions. 

2. Resume and Letters of Recommendation: In addition to your resume, you should also include two letters of recommendation. The letters of recommendation should come from people who you have worked with in some capacity. Teachers, academic advisors, former supervisors, and members of organizations you’ve volunteered or worked for make great references.  These letters should be from different people than those listed as references in the body of your application. *Letters of recommendation must be sealed with reference's signature over the seal.  This letter can be mailed directly from reference to the B-HIP office.
Submitting your Application: 
Visit: www.mcla.edu/b-hip for application deadlines.  Once you’ve assembled all required materials, you can submit them one of two ways.  

Electronically: 

You can send an e-mail to: Jessica.Conzo@mcla.edu with the subject: B-HIP APPLICANT: [Your Name]. In a single e-mail, please attach your application, essays, and resume. *Letters of recommendation must be mailed (see above) or emailed directly from reference to B-HIP office. 

Paper: 
Send your complete application and all materials to the following address: 

B-HIP
Berkshire Cultural Resource Center
51 Main Street

North Adams, MA 01247 

Application and Interview Process:

Once we have received your complete application we will be in touch to coordinate an interview.  

Interviews with B-HIP team:

The first interview is conducted by the B-HIP team.  This interview is a review of your application as well as a formal interview process.  We ask applicants to be prepared for a 20 to 40 minute interview.  We prefer to conduct in-person interviews, but will make accommodations for phone interviews for applicants residing out of the area.  

You may be asked to do a second interview with the B-HIP team.

Interviews with potential site supervisors: 
Once you have been accepted into the program, the second round of interviews are conducted by the potential internship site supervisors.  After having discussed your top site choices and skills sets in the first interview, the B-HIP team will coordinate 1-3 interviews with internship sites it feels are a good match.

The B-HIP team will be in touch with both the applicants and the internship sites after each interview.  We will work hard to find a match that is appropriate for all parties.

Berkshire Hills Internship Program (B-HIP)

Application

To be considered for an internship, you must submit a completed application form along with essays, two letters of recommendation, and your resume. A cover letter is not required. Include your essay answers in a separate document if you are submitting your application via e-mail. 

Date of application: ____________________________________________


Please check the following method B-HIP:

	
	12 credits (letter grade)

	
	Not-for-credit (P/F)


Contact Information: 
	Name:
	

	Address:
	

	MCLA Student ID (if applicable):
	

	Telephone (Home and cell):
	

	Email address:


	

	Cumulative GPA:


	


Education:

	UNDERGRADUATE:
	
	GRADUATE:
	

	College / University:
	
	College / University:
	

	Address:
	
	Address:
	

	Date of graduation:


	
	Date of graduation:


	

	Major: 


	
	Major: 


	

	Certifications and awards:
	
	Certifications and awards:
	


Areas of Interest:

To best match potential interns with positions we have available, please rank your top three areas of interest.  Then list your top three choices for internship sites.  The most current listing of available internship sites can be found on our website [www.mcla.edu/b-hip]. 

1 = First Choice

2 = Second Choice

3 = Third Choice

	
	Administration
	
	Marketing / Public Relations

	
	Education
	
	Programming

	
	Development / Fundraising
	
	Museum / Gallery Management 

	
	Literary
	
	Performing Arts Management

	
	Curatorial
	
	Art Installation


	Choice:
	Internship Site:

	1.
	

	2.
	

	3.
	


Experience summary:

Please check all software programs that you have experience with.

	
	Microsoft Word
	
	Raiser’s Edge

	
	Microsoft Excel
	
	Adobe Photoshop

	
	Microsoft Powerpoint
	
	Adobe Illustrator

	
	Microsoft Access
	
	Adobe InDesign

	Please describe any other skills or other internship related qualifications that would support your application:




How did you LEARN ABOUT B-HIP?:

Please check all that apply.

	
	B-HIP website
	
	

	
	College career center
	Please list college:
	

	
	Friend
	Please list friend:
	

	
	Job fair / career fair
	Please list fair:
	

	
	Internet job / internship website
	Please list site:
	

	
	Other
	Please list:
	


Essay questions:

On a separate sheet of paper, please answer the following questions:

1. Why are you passionate about arts management?  What do you dream of doing to fulfill this passion and how will you drive this effort?  Think broadly and explain the impact it will have on your life and on those of others.

2. Which of your courses, jobs or activities have helped prepare you for this internship and how?

3. Describe a time when you felt overwhelmed on a project or assignment.  How did you successfully deal with it?

References: 
Please list two references. Include their title, phone number and e-mail. References must have been a supervisor or instructor.

	1.
	

	2.
	


Recommendation LetterS: 
Include at least two letters of recommendation from past or present professors, instructors or supervisors.  

​

 To be filled out by all applicants:

Intern signature: _______________________________________________________
Date:  ____________

This section for use by MCLA students only:

Have you received any prior Internship Credit at the Massachusetts College of Liberal Arts?

No _______ Yes________ 
If yes, how much credit was earned? ____________

Term in which credits will be granted: ______________ 
Year:  _________

Faculty Advisor Signature:_________________________
Date: __________
This signature indicates that the faculty advisor has approved the student to apply for this program

Note: This application must be completed and submitted to B-HIP Program Coordinator, 51 Main St. North Adams, MA by the end of the registration period for the term in which credit will be granted.

For Office Use Only:

	Program Director:
	
	Date:
	

	FPA Dept. Chair:
	
	Date:
	

	Dean of Academic Affairs:
	
	Date:
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