
 
 

                                                                          

Title: Media Production Intern  

Team: Events & Marketing 

Reports to: Media Production Associate 

Proposed Start Date: March 2024 Proposed End Date: December 2024 

Position: The American Council for Technology and Industry Advisory Council (ACT-IAC) is seeking a 

motivated and enthusiastic individual to support the organization's media production projects, 

including, the ACT-IAC podcast, webinars, and event recordings. Candidates should have some 

experience with audio and video production. The intern will work directly with the events and marketing 

team to support the goals and objectives for the association.  

This is a part-time position that functions in a hybrid work environment. Majority of tasks will be 

completed remotely, with attendance required at select in-person events located in the D.C. 

Metropolitan Area periodically throughout the internship. The intern must have reliable transportation 

for travel to these events as needed.   

If a candidate is in school and would like to receive academic credit for their internship, we encourage 

them to consult with their school advisors. We are happy to provide any documentation required to 

assist the student in earning credit.   

About the American Council for Technology (www.actiac.org): The American Council for Technology 

(ACT) is a 501(c)3 public-private partnership established to advance government through collaboration, 

leadership, and education. The ACT mission is to advise and educate government on how to improve its 

operations and services to the citizens through the use of information technology. The organization 

fulfills this mission by providing conferences, white papers, professional development opportunities and 

similar programs, as well as collaborative opportunities of value to the government IT community. 

Private companies participate in the organization through the payment of annual dues to the Industry 

Advisory Council (IAC) - a subsidiary of ACT. Executives from both government and industry participate 

in ACT-IAC. ACT-IAC is a member-driven organization. The staff and member volunteers work closely 

together as partners to achieve the mission. ACT-IAC is a unique organization that provides an objective 

and vendor-neutral forum where government and industry executives can collaborate as peers on how 

to improve government through the application of efficient and innovative information technologies.   

Duties and Responsibilities: 

• Support the Media Production Manager with podcast production, which may include assisting in 

script development, editing and mixing interviews with music and other audio elements 

• Coordinate with Director of Marketing and Events to assist in developing social media strategy 

for the podcast and webinars 

• Create and manage production and delivery timelines for the podcast and radio series 

• Record, edit, and publish audio and video content, including post-recorded content 

• Prep guests for recording  
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• Support technical needs for ACT-IAC webinars 

• Identify existing internal podcasting opportunities across the association 

• Actively work to ensure that a diversity of content is selected for the podcasts and the radio 
show 

• Work with events team and program areas to produce ACT-IAC events  

• Provide event support for key conferences for our two annual conferences 

• Assist with virtual events  

• Other duties as needed 

Learning Outcomes: 

• Understand how to plan and produce various media projects  

• Improve verbal and writing skills through script writing and interviewing  

• Learn how to build a strong media presence  

• Gain experience with virtual program planning   

Knowledge, Skills & Requirements: 

• Associate’s, Bachelor’s, or Master’s degree in media production, journalism, or related field 
(current students also accepted) 

• Desire to get engaged with media opportunities 

• Energized by challenge and willing to learn new things 

• Possess initiative and ability to get the job done 

• Possess interpersonal, collaboration, and communication skills 

• Must be able to multi-task, be detail oriented, have strong organizational, project management, 
and communication and customer relation skills 

• Be able to work independently with minimal supervision and ability to exercise sound judgment 

• Strong writing skills 

• Comfortable coaching people through recording sessions 

• Knowledge of studio and field recording equipment and hardware 

• Pleasant recording voice for recording spots or commercials 

• Proficient Microsoft Office skills 

• Familiarity with a digital audio workstation (DAW), such as Audition, Reaper, or ProTools is a 
plus 

Compensation: $18/hour; up to 20 hours a week 

Further Information and Application Process: To apply for this position, please send a resume and cover 

letter to recruiting@actiac.org with “ATTENTION: MEDIA PRODUCTION INTERNSHIP” in the subject line. 

Further information about ACT-IAC is available on the website at www.actiac.org. 

 

 

mailto:recruiting@actiac.org
../www.actiac.org

