
NBC UNIVERSAL INTERNSHIPS in CA


TV Production, Development, Programming

Entertainment Daytime Programming
Intern’s function: Assist team by script reading, providing light clerical assistance with answering phones and other tasks.  Intern can sit in on promo/publicity meetings and possibly the director booth on daytime serials occasionally.  Intern also views and notes competitive daytime drama activity.
Late Night Series- Programming

Intern’s function:  Assist NBC’s late night entertainment programming department. (Tonight Show With Jay Leno, Late Night With Conan O’Brien, SNL, Last Call With Carson Daly and prime time special and series that derive from the late night shows.)  Interns screen shows, read scripts, coordinate schedules, research information on everything from show guests to Nielsen ratings, representing the late night department outside of the office, keeping up-to-date on current trends in daytime and prime time series and assisting in various office duties.

NBC Alternative Programming
Intern’s function:  Gain exposure to reality, comedy, animation and late night television.  Provide secondary support to assistants/coordinators, assist with incoming calls, copying scripts, general clerical duties including faxing, filing and copying, project research, various other office related tasks as well as the opportunity to review current projects and projects in development.

USA Network- Long-form Programming
Intern’s function:  Copy scripts, answer phones, dub tapes & DVD’s, online research & filing.  Interns have the opportunity to read and cover scripts, give notes on current development, attend occasional meetings.

Sci Fi- Original Programming

Alternative Programming: Focuses on reality, comedy, animation and late night

Scripted Programming: Focuses on scripted one-hour dramas and long-form projects

Intern’s function:  Assist executives and assistants in administrative and creative functions, assist in scheduling, dubbing, copying, participating in select pitches, give creative feedback and help manage development and current activities, research potential development projects (books, magazine articles, video games, etc.), attend weekly development meetings and attend company-wide bi-weekly meetings to hear from our marketing, promotions, publicity and programming departments.  Scripted Intern will read scripts and write coverage.

Bravo- Development & Production
Intern’s function:  Distribute incoming materials from production office, assist with incoming telephone calls, provide general support to the department, faxing, photocopying, assist in various projects, file production materials and pitches and project and internet research.

Bravo- Program Planning
Intern’s function:  The Bravo Program Planning & Scheduling department is responsible for developing the rollout for Bravo programming and creating and distributing the network’s schedules.  Interns assist with a variety of different on-going projects including the updating of program information in our scheduling database (COMPASS), assisting with revisions to the Bravo schedules, and copy writing program/film descriptions, other duties as assigned, attend departmental meetings and become familiar with how program planning and decisions are made.

Last Call with Carson Daly 

(Production, Control Room, Talent, Graphics/Website)

Production intern’s function:  Perform the tasks of a typical television production assistant.  Assist with: general office functions (phones, copying, filing), screening tapes, research, lot deliveries, office management and assistant relief /phone coverage. May be asked to assist Editor with dubs and digitizing.
Control Room intern’s function:  Assist the control room crew with the distribution and management of tapes, scripts and rundowns, responsible for copying and distributing last minute copies of materials to staff and crew, answer phones and perform basic duties for the director, booth crew and producers.

Talent intern’s function:  Assist the Talent department in coordinating and escorting guests of the show and manage the set-up and organization of the talent greenroom.

Graphics/Website intern’s function:  Assist with the management and upkeep of the Last Call with Carson Daly website and update pictures and write website copy.  This position may also be called upon to assist the show’s graphic person when needed.

Eureka - Writers Office

Intern’s Role: Assist the writers’ assistants and production assistants in facilitating a suitable environment for the writes of “Eureka” as well as assisting with administrative tasks. This is a great opportunity to learn more about the world of television production. 

Friday Night Lights – Writers Office

Intern’s Role: to assist the writers’ PA. The intern’s desk will be located in the writer’s room! Interns’ tasks will include: collating scripts, answering phones. 

House – Production
Intern’s duties include, but are not limited to, clerical work, managing crew binders and managing resume binders. This provides a great opportunity to get an overview of television production.

Battlestar Galactica- Post-Production
Intern’s function:  Shadow editor and learn basic AVID skills and editing techniques and is able to observe the post-production process from dailies through various cuts and online /mix.  Intern also assists with basic office duties such as making /distributing copies daily and organizing tape library.  

Diversity Initiative for Writers

Intern’s Role: read and analyze script submissions, maintain script submission database, help with Coordination of Showcases and basic office duties, filing and phones. 

Dick Wolf Films/ Law & Order- Post Production 

Intern’s Role: Learning the Post Production process on a primetime TV show. Spending time with the editors, assistant editors, and producers. Learn to organize dailies, preparing scripts; collate scripts, and making deliveries on the lot. Learn how we mix the audio on the dub stage, and watch a color correcting session. 

Film Production & Development Internships

Motion Pictures Group- Production 
Intern’s function:  Copying, filing, faxing, internet research, compiling writer/actor and director lists, and providing general support to the assistants to the executives in the Motion Picture Group.
Universal Pictures Group (UPG)- Physical Production 
Intern’s function:  Filing (paper and electronically), keep track of films in production by updating cost reports, cast/crew list, schedules and budgets in appropriate binders and assist with general administrative duties.

UPG- Production 
Intern’s function:  Answer phones, creating and updating video and script logs, reading scripts, researching projects, document distribution and assisting in the maintenance of production books.  

Worldwide Creative Operations

Worldwide Creative Operations intern will have a unique opportunity to learn and work in each area of our department by rotating through each area. Areas include Production, Digital Asset Management, Graphic & Motion Design, Print, Editing and Sound. He/she will also participate in our mentoring program which assists in career development.
 

Creative/Production

Intern will function in the office of the EVP of Production. 

Intern’s Role: Assist in maintaining project files, logging incoming and outgoing material. In addition the intern will be able to research box-office and Talent. This is a great opportunity to learn about creative development in a large studio! 

  Marketing &Publicity Internships
TV Studio Publicity
Intern’s function:  Assist the department works in conjunction with various networks to generate publicity.  Shows include NBC network shows such as Will & Grace, Las Vegas, Crossing Jordan, Law & Order, The Biggest Loser, and Surface as well as House on FOX, Monk and Kojak on USA and Battlestar Galactica on SCI FI.  Will also help with phone coverage, daily clips, data entry, research, and general office duties.  Other activities include: brainstorms, team meetings, stand-up for diversity showcases, some media pitching, attending photo galleries, table reads, set visits and participate at the NBC Press Tour.

Entertainment Publicity
Intern’s function:  Assist the department with the day-to-day responsibilities such as phone coverage, daily clips, overnight ratings, daily media summary, competitive press bundles, status reports, current programming reports, daily news report, competitive scheduling report, TV listings and other office duties.  Other activities include attending photo galleries, table reads, set visits and the NBC Press Tour.

Bravo- Publicity
Intern’s function:  Assist publicists with administrative and operational responsibilities such as coordinating media requests to support the network’s television shows and specials, travel and expense reports, IT and facilities services. May also act as on-site administrator of Press Express, the department desktop publishing interface.  Develop and maintain positive relationships with talent, producers, public relations agencies and representatives, agents, managers, production staffs, media and programming executives in order to insure maximum coverage for Bravo programming.

Universal Studios Home Entertainment (USHE)- Publicity
Intern’s function:  Learn the dynamics of a studio publicity department.  Interns learn about writing press releases, targeting media, planning special events and working with outside PR agencies. Intern performs a variety of duties including handling phone requests, media lists, assisting in creative publicity related documents and supporting the USHE publicity department in a wide range of time sensitive duties.

UPG International- Publicity & Marketing
Intern’s function:  Provide administrative support, work various screenings/events, help plan & work press days/junkets, distribute materials to press outlets and research & compile info for special projects.

UPG International- Marketing and Distribution
Intern’s function:  Assist with data entry, audits and clean up of paper based filing system and miscellaneous support with daily activities.

UPG- Marketing & Creative Operations
Intern’s function:  Observe and/or participate in various aspects of an in-house creative and post production facility: Print design and production, video and film post production, digital compositing of trailers, digital assets, MPAA and network, legal, music, guilds and all other types of clearances, sound editing and mixing, script writing for TV commercials and trailers, research Universal music scores and other music for movie advertising.  

UPG Studios- Marketing 
Intern’s function:  Assist with the coordination for distribution of marketing materials to sponsored events, tradeshows, direct mail campaigns and client requests and researching trade publications for potential sales leads and how to best gain potential clients for new businesses for departments.

USHE Brand Marketing 
Intern’s function:  Assist in the development of marketing strategies and execution and management of approved marketing documents that support the strategies for releasing the titles from Focus Features, DreamWorks, Non-Family Live Action & Acquisition titles.  Intern also assists with conducting title research and performing analyses to develop the most relevant marketing strategy recommendation for Specialty titles.  Working with departments such as sales, operations and other external stakeholders, intern will gather needed information and data to support the strategic marketing recommendation. 

UPG- New Media & Marketing 
Intern’s function:  Assist in online grassroots marketing efforts for film releases.  Duties include monitoring websites for film exposure, fulfilling promotional commitments made with partner sites, identifying sites to work with for upcoming films and assisting with fan outreach programs.  Other projects include brainstorming viral and marketing ideas for upcoming releases, updating publicity reports and Q& A websites in development.  Ideal candidate has a strong interest in online or “non-traditional” marketing.

USHE- Family Productions Marketing 
Intern’s function:  Assist with scanning, dubbing and distribution of marketing materials as well as production assistance from a marketing/PR perspective, market research, script reading, writing synopses /bios and loglines and other special assignments as needed.  Adobe Photoshop skills are a plus.

TV Distribution: Video, Music & Product Development 

Have the opportunity to learn the many facets of the TV Distribution group, which consists of a staff of six. Will be exposed to DVD marketing/Distribution and music projects.
TV Distribution & International Research
Intern’s function:  Support the team by collecting, analyzing and disseminating ratings and reports.  Intern will develop an understanding of program ratings and audience measurements on a worldwide level, but primarily within the context of the international marketplace.  Intern interacts with sales, marketing, business development, sales planning and publicity departments, as well as observes and participates in strategic, sales and marketing meetings.  Intern organizes and prepares data for various reports, assists with production of sales and marketing presentations/one-sheets for TV markets (MIPCOM, MIPTV, AFM, NATPE, L.A. Screenings), act as “media archivist” by collecting articles from trade presses and prioritizing materials to distribute to the team, maintain relationships with worldwide ratings vendors and NBCU Management, perform administrative duties such as; answer phones, coordinate travel arrangements, collect and distribute mail, manage and maintain expense reports, organize and maintain filing system and research library, perform other duties as required and handle and special projects as needed.

Non-Theatrical Sales Department

Intern’s function: to assist with the purchase order process as well as the sales plans and presentations. The intern will create sales packages using SAFE (a program which will be taught). They will also check rights and clearances on movie and TV products, assist in designing and creating marketing materials for distribution to clients. Essentially, the intern will gain exposure to all aspects of non-theatrical sales. 

Special Events
Intern’s function:  Portfolio updates, press kit distribution, organize customer mailings, telemarketing, ability to respond to preliminary inquiry calls, on-site event support, inquiry call log, assignment log and various other spreadsheet maintenance, event production file maintenance, creation of proposals and contracts and other duties as assigned.

Print Advertising
Intern’s function:  Assist with clerical duties (phones, filing, copies), update scripts, The intern may have an opportunity to sit in on/participate in creative brainstorming meetings, screen shows and assist at a photo shoot.

Digital Media & Technical Internships

TV Publicity/ Digital Media Distribution

Intern’s Role: provide functional support in the development of the NBC Photo Archive. 

Responsibilities include: aggregation of original digital photo files in newly established corporate database via transfer from temporary digital media, participating in the sorting and packaging of valuable original archival films, transparencies, negatives and prints and managing transfer of the traditional film archives between permanent storage vendor and the NBC Universal Burbank location. 

Digital Marketing
Intern’s Role: participate in marketing brainstorming sessions to develop strategic viral and promotional campaigns and effective digital tools. The intern will also assist in development of promotional concepts for upcoming online marketing campaigns, track and prepare reports on website traffic and analysis on trends, providing recommendations for improving site functionality. In addition the intern can present and prepare campaign results to marketing teams and executive management. 

Motion Picture Production Support Group

Intern’s function: to learn the role computers play in filmmaking and in general. Interns will be asked to file, organize and shadow technicians in building/troubleshooting. The intern may also learn about servers and will play an administration function.

Motion Picture Technical Office
Intern’s function:  Assist with miscellaneous setup, configuration, use and testing of digital streaming and download content services.  Intern also provides general office support with phone coverage and organization.  Ideal candidate is an Engineering student with skills/interests in digital video and audio.
Interactive TV group, Technology Growth Center

Intern’s role: assist the iTV team, with the production and administration of SMS messaging campaigns for all NBC Universal business groups including NBC, Bravo, SciFi, USA and others. The intern will be trained to use SMS campaign administration software and will be responsible for scheduling and monitoring SMS events on an ongoing basis. The intern will be responsible for obtaining “research” data related to interactive events and generating reports and helping analyze the data. 

Technology Growth Center
Intern’s function:  Assist in creating graphics and user interfaces for interactive television applications on digital satellite and cable platforms.  Intern must be a creative, skilled designer able to work with production designers, producers and iTV developers to create a variety of interactive events, prototypes and internal pitches.

NBC.com
Intern’s function:  Work with web producers on video encoding and content production and help managers coordinate with Publicity, Promotion, Print and On-Air departments.  Specific tasks vary with time of year/shows on air.  This opportunity provides a hands-on experience.

Bravo TV.com

The Bravo digital media department provides real hand-on work experience that is essential to any person seeking an internship. Intern’s responsibilities: basic video editing for digitizing and editing bravotv.com online bonus videos, basic website production, working with Bravo blogs, cropping and optimizing images for use on website and logging incoming tapes from production companies for our tape library.

Universal Television/ NBC.com

Assist the NBC.com Broadband team with day-to-day online video production operations including editing, encoding and transcoding of show highlights, behind the scenes footage and exclusive content for the web. This internship requires a thorough understanding of NON-Linear Editing (NLE) technology and techniques. 

NBC.com/ Marketing

Interns will gain first hand experience with the day-to-day activities of the marketing and community department of NBC.com. This department is responsible for the promotion of NBC.com, including all interactive content, show sites, online initiatives and community programming. Interns will participate in digital marketing campaigns and community outreach programs and will assist in community building and marketing programs, online syndication efforts and will work to secure promotional placements with a variety of third-party websites.  

Media Works- Sound
Intern’s function:  Work with sound mixing, design and post-production crews of “You, Me & Dupree.”  Intern coordinates schedules, assisting supervisors as needed.

Print & Digital Design
Intern’s function:  Assist with selection of photography assets for use on the NBC.com website, primarily but not restricted to the home page.  Intern may also be requested to select frame shots to be “grabbed” from video for similar and other web usage.  Depending on technological expertise, might assist in some resizing of online assets and/or updating of text and can learn about the structure and working environment of an entertainment website.

Universal Creative Design

Assist Design Director, creative director and Design Manager with design work to include Photoshop and illustration studies, sketching, model making and digital photography. Projects include food, retail and entertainment venues for both Universal Studios Hollywood Theme Park and City Walk. Additional responsibilities include: maintaining design library (samples), archiving drawings and helping to create design specification books.

News & Journalism Internships

Dateline NBC

Intern’s function:  Assist producers by researching stories, organizing production notebooks, logging /screening tapes, responding to viewer phone inquiries and possibly going on shoots.  Must submit a 1-2 page written critique of a Dateline show, detailing what worked well or didn't work well in each segment.  

NBC News Channel

Intern’s role: assist the Regional Producer as determined by his/her schedule. This may include calling affiliates, answering phones, scanning Associated Press wires and scouring affiliate website for interesting news. It may also include writing basic scripts and logging tapes.  The position will primarily be an opportunity to learn about working in a Network newsroom. 

KNBC Local News & Sports

The KNBC Internship Program offers students the opportunity to assist in the General Newsroom, Investigative Unit, Special Project Unit and Sports Department of the Channel 4 News Department in LA.  

Intern’s function:  Within each of these departments, interns are given responsibilities including helping reporters, producers, executive producers, assignment desk managers and others as required.  Additional duties include logging tapes, answering viewer emails, distributing scripts, and other duties as assigned.  Interns will be required practice general newsgathering skills such as writing and researching.  The goal of the KNBC Internship Program is to teach students by offering hands on experience.

Focus Features & Rogue Pictures Internships

Focus Features and Rogue Pictures are a specialty film unit of Universal Pictures, a division of Universal Studios. To learn more about Focus Features and Rogue Pictures upcoming projects please check out:
www.focusfeatures.com

www.roguepictures.com
 

  

Acquisitions

Students working in acquisitions will learn the basics about tracking independent films and projects, preparation for markets and festivals, as well as have the opportunity to read scripts and evaluate completed films for potential acquisition and distribution. Interns are responsible for performing administrative duties such as scanning scripts, photocopying, filing, maintaining our tracking database, distributing scripts, answering and rolling phone calls, and faxing. Must have reliable access to a car, mobile phone, TV, VCR and DVD player.

 

Domestic Publicity

Interns will work with the creative materials involved with Focus’ publicity and marketing campaigns. Duties include breaking daily press clippings for studio, filmmakers, executives; managing periodical library; Internet research for promotional events/tie-ins; pitching promo partners; phone coverage; and general administrative duties.

 

Marketing

Interns will help with the implementation of creative advertising materials for our theatrical marketing campaigns. Duties include: covering phones, filing and requesting materials, reading scripts and helping with positioning documents, completing research projects and other general administrative tasks.

 

Marketing/Licensing

Interns will work on creative research projects tied to marketing campaigns for Licensing and Promotions on Focus/Rogue titles.  Assist with designing (in Photoshop) Marketing sales sheets, Universal Theme Park displays, etc.  Intern will also work on PowerPoint presentations, Home Entertainment projects, and Interactive Games.  Intern will have opportunities to read scripts, contribute to brainstorms, and interact with other departments.  
*Focus Features Development

Interns will handle general office duties; covering phones, copying and scanning scripts, filing, etc. Creative tasks include reading scripts and providing critical analysis, watching directing samples and writing comments, as well as compiling research for development executives.

 

*Rogue Pictures Development

Interns will handle general office duties; covering phones, copying and scanning scripts, filing, etc. Creative tasks include reading genre-based scripts and providing critical analysis, watching directing samples and writing comments, as well as compiling research for development executives.

 
*Focus Features Development and Rogue Pictures Development are two separate internships. 
Distribution
Intern will work within the Focus Distribution Department. Desired candidates should have an interest in domestic film distribution and exhibition. Duties include web-ordering trailers and promotional items, responding to exhibitor requests, filing, assisting with special projects and answering phones.

Telemundo & Mun2 Internships

Telemundo News
Intern’s function:  Work closely with producers of Noticiero, Al Rojo Vivo, Sin Fronteras, and Cada Dia to research and develop story ideas, and assist by finding file video, logging tapes and other tasks.  Must be able to speak, read and write Spanish fluently in order to log interviews properly.

Mun2- Sales & Marketing 
Intern’s function:  Support all Dayparts (daytime, primetime and online) by conducting secondary research, creating a tape library of all relevant on-air elements, participating in brainstorming sessions to help generate client and show specific ideas, keeping the talent binder updated and tracking competitor activity.  Intern must be fluent in Spanish, speaking and writing.

Mun 2 Corporate Communications

Intern’s Role: Identify key publications and press contacts at print, electronic and online media outlets. Develop and maintain media lists, assist with reporter’s requests including coordinating media interviews and supplying background information and artwork, distributing media alerts and press releases to embers of the media and follow through, assist with internal communications such as employee newsletters and monitor news coverage of mun2 and key competitors. 

Other Entertainment Internships

Music Services & Publishing/Operations

Intern's function: Assist in daily operations and creative application of musical knowledge by maintaining Music Library, filing, possibly researching copyrights and additional organizational projects as assigned. Intern must have an interest in TV/Film music and will gain great exposure to music supervision.

UPG Casting 

Intern’s function:  Assist with general office duties such as organizing and assembling cast lists and picture books and assisting coordination of casting sessions and auditions.

NBC Program Research

The NBC Program Research department is responsible for primary research and audience analysis for NBC Entertainment television programs. Interns get the unique experience of working with a variety of departments. They will have the opportunity to assist with a variety of different on-going projects and will work directly with our analysts and executives on tracking series performances, screening new fall and midseason pilots, preparing presentations, analyzing open ended responses, reviewing focus groups and conducting secondary research on the internet. 

Corporate Internships

NBCU Internal Communications & Community Affairs

Intern’s role: to assist NBCU, Director of internal communications, manager of Community Affairs and department. The intern will be expected to assist with the planning and execution of the NBC Universal United Way Campaign, as well as multiple office duties, including: Answering phones, schedule meetings, filing, organizing, etc.
Universal Business Development & Strategic Planning 

(MBA Student Opportunity)
Projects will include research analysis, modeling and recommendations related to emerging industry trends, expansion opportunities, strategic investments, competitive threats and internal business performance improvement. The position offers unique exposure to a wide variety of businesses within the media and entertainment industry. 

UPG- Business & Legal Affairs 
Intern’s function:  Review and analyze talent, rights and music license agreements, summarizing the deal terms in each agreement and prepare charts in preparation for subsequent negotiations.  Intern also prepares chain-of-title memos for projects in development, as well as projects anticipated to go into development.  Additionally, intern attends meetings and observes negotiations and drafts some of the simpler agreements.  Law School students preferred and 3 recommendation letters required.
Legal Affairs & TV Distribution
Intern’s function:  Aid the Legal Affairs department for domestic syndication by drafting contracts, letters and riders for TV stations to air syndicated shows, researching and analyzing contracts for special projects and drafting reliance letters, payment demand letters and assignment agreements.  Law School students preferred and ability to draft the documents mentioned above is a plus.

Universal Parks & Resorts-Universal Studios Hollywood- Legal & Business Affairs

Intern’s Role: Research, contract writing, & Review of legal documents.
Corporate Legal- TV Online Anti-Piracy Initiative
Intern’s function:  Assist the anti-piracy counsel in searching for, analyzing and responding to infringements of NBCU’s intellectual property rights on web sites and monitoring infringing web sites for compliance.  Ideal candidate is a 1st yr law student or undergrad with an interest in legal issues with strong internet-research skills.

Human Resources- IT & Operations Group
Intern’s function:  Provide support to HR team by preparing and processing a variety of personnel action forms containing confidential and sensitive information, file maintenance, invoice processing, employment verifications, and assisting on other key HR projects.

Human Resources – TV Entertainment 

Intern’s role: to help create and update reports that will help the department track various diversity initiatives including the Director in Training program, Hiring, turnover and headcount. The intern will help with administration of various HR programs including compliance training, EMS completion, and merit planning and creative talent showcase. 
UPG Production Finance
Intern’s function:  Support Finance department, which supports Physical Production for all Feature releases.  Finance Department funds all of the films and oversees the studio’s production budgets.  Intern assists with general office tasks such as filing and organizing.  Finance/Accounting majors preferred.

Environmental Health & Safety
Intern’s function:  Perform site-wide assessment of existing Lockout/Tagout (LOTO) procedures, develop LOTO procedures for newly identified equipment with the assistance of Facilities Maintenance personnel and conduct routine health and safety inspections.
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