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Turnkey Products 
Internship Position Description

	Title:
	Turnkey Internships

	Process:
	Apply @ www.turnkeyse.com



COMPANY BACKGROUND:
Turnkey Sports & Entertainment (Turnkey) is an advisory firm in the sports and live entertainment industry.  The firm is comprised of two separate companies: 

Turnkey Intelligence:  provider of a wide range of insights, analytics, data, and software solutions to the sports and entertainment industry via our custom product suite and full-service consumer research services.  
The Turnkey product suite features the following platforms: 
· SURVEYOR:  Market research software; enables users to collect and analyze survey data.
· PROSPECTOR G-2: Lead scoring software; enables ticket sales departments to “rate” consumers’ likelihood and ability to purchase certain products.
· ACTIVATOR: Partnership management software; enables properties, sponsors, brands, and agencies to manage all aspects of multiple partnership agreements. 
Turnkey Intelligence is dedicated to creating and building advanced in-house applications for sports and entertainment businesses.  Ultimately, our aim is to guide our clients on how to use data to become more efficient and effective.
Turnkey Search:  sports industry market leader in executive search, job boards, applicant tracking systems and human resource services.  
Turnkey’s client list includes more than 70 teams, leagues, and brands including the Chicago Bears, New York Jets, Los Angeles Dodgers, Philadelphia Phillies, Boston Bruins, Washington Capitals, Oklahoma City Thunder, Phoenix Suns, United States Tennis Association (USTA), Indy Racing League (IRL), Feld Entertainment, NFL, NBA, and MLS.

We are a growing, dynamic and curious entrepreneurial company. Our work environment is fun, hard-charging, and energetic. As a small company, we rely heavily on interns to actively contribute to our work product. We are located in beautiful and quaint Haddonfield, NJ, a suburb approximately 10 miles east of Philadelphia.

PLEASE SUBMIT YOUR RESUME THROUGH TURNKEYSE.COM;
ANY OTHER METHOD WILL DELAY CONSIDERATION OF YOUR QUALIFICATIONS.
NO CALLS PLEASE.

SPONSORSHIP PRODUCT INTERNSHIP
POSITION DETAILS:
Turnkey Products has internship opportunities for smart, professional, and motivated college students and/or graduate students to assist our team and gain an unparalleled opportunity to learn the sports business.  The successful candidate will be hard working, detail-oriented, and have a passionate interest in pursuing a career in sport management. 
The Sponsorship Product Management Intern will be a major contributor to the Turnkey Products team. This intern will primarily focus on and interact with Turnkey’s Activator platform, the first web-based system for managing marketing partnerships, allowing partners and properties to work more efficiently and collaboratively in real-time. 
Specific Responsibilities:
· Support the Turnkey Products team in all aspects of day-to-day business
· Gain expert-level knowledge of Turnkey’s Activator platform
· Regularly test, record, and track Activator platform enhancements and bug fixes
· Assist with administration of Activator’s Support Site
· Create user documentation, “help” documents
· Record, post, and update instructional screencasts
· Monitor forum comments and feedback
· Assist with user queries and requests
· Assist Activator Product Directors with client management responsibilities
· Manage/assist with special projects
· Research industry sponsorship news, partnership agreements, etc.
· Create marketing/outreach lists
· General administrative duties including answering phones, delivering staff mail and filing 
· Additional duties as needed

Requirements:

· Willing to take initiative and able to complete assigned tasks with minimal supervision
· Must reside in the Philadelphia metropolitan area during the internship
· Ability to commit at least three months of employment
· Familiarity with Microsoft Office suite (Word, Excel, PowerPoint, Outlook)
· Basic comfort level with new software and technology
· Strong writing skills
· Excellent organizational skills

Desirable Skills (NOT REQUIRED):

· Entry-level experience in sponsorship/partnership management
· Familiarity with “proof of performance” data services and metrics including Nielsen, Scarborough, Repucom, Critical Mention, etc.

STATISTICAL MODELING INTERNSHIP
POSITION DETAILS:
Turnkey Products has internship opportunities for smart, professional, and motivated college students and/or graduate students to assist our team and gain an unparalleled opportunity to learn the sports business.  The successful candidate will be hard working, detail-oriented, and have a passionate interest in pursuing a career in sport management. 
The Statistical Modeling Intern will be a major contributor to the Turnkey Products team. This intern will primarily focus on and interact with Turnkey’s Prospector platform, the industry’s first and only automated software system designed to score ticket sales leads utilizing sophisticated custom-built multivariate regression models.. 
Specific Responsibilities:
· Support the Turnkey Products team in all aspects of day-to-day business
· Gain expert-level knowledge of Turnkey’s Prospector platform
· Become proficient in IBM/SPSS Modeler (a statistical model building software package)
· Create, program, and test lead scoring models
· Analyze and update existing statistical models
· Regularly test, record, and track Prospector platform enhancements and bug fixes
· Assist with creation and administration of Prospector Support Site
· Create user documentation, “help” documents
· Record, post, and update instructional screencasts
· Monitor forum comments and feedback
· Assist with user queries and requests
· Assist Prospector Product Directors with client management responsibilities
· Manage/assist with special projects
· Research ticketing news, ticket products, application of modeling within and outside of the sports and entertainment industry
· General administrative duties including answering phones, delivering staff mail and filing 
· Additional duties as needed
Requirements:
· Willing to take initiative and able to complete assigned tasks with minimal supervision
· Must reside in the Philadelphia metropolitan area during the internship
· Ability to commit at least three months of employment
· Familiarity with Microsoft Office suite (Word, Powerpoint, Outlook)
· Advanced skills/capabilities in Microsoft Excel
· Basic comfort level with new software and technology
· Background in statistics and/or model-building
Desirable Skills (NOT REQUIRED):
· Familiarity with SPSS and/or Modeler
· Entry-level experience in database management
· Experience with MS-CRM, SalesForce.com, Paciolan, Archtics, Onyx, etc.
· Box office and/or ticket sales experience
INTELLIGENCE RESEARCH INTERNSHIP
POSITION DETAILS:
Turnkey Intelligence has internship opportunities for smart, professional, and motivated college students and/or graduate students to assist our team and gain an unparalleled opportunity to learn the sports business.  The successful candidate will be hard working, detail-oriented, and have a passionate interest in pursuing a career in sports. 
SPECIFIC RESPONSIBILITIES:
· Support the Turnkey Intelligence team with regard to data entry, collection, organization, coding, and analysis, across a wide variety of data sources
· Program surveys for all members of research team
· Data-cleaning responsibilities for reporting
· Open-ended response coding and/or cleaning
· Quantitative data cleaning (SPSS ready)
· Voice-recorder data coding
· Data entry of paper surveys into Surveyor
· Helping to program and upload PDA surveys, and download data from PDA’s
· Benchmark data file maintenance
· Data file that houses historical benchmarks across questions regularly asked in Turnkey surveys
· Maintain project summary file for Turnkey Research clients
· Maintaining and updating our CRM database that houses all client, vendor, and partner contacts
· General administrative duties including answering phones, delivering staff mail and filing 
· Assisting on other projects as needed and directed by staff members

REQUIREMENTS:
· Willing to take initiative and able to complete assigned tasks with minimal supervision
· Must reside in the Philadelphia metropolitan area during the internship
· Ability to commit at least three months of employment
· Familiarity with Microsoft Office suite (Word, Excel, Powerpoint, Outlook)

DESIRABLE SKILLS (NOT REQUIRED):
· Experience with survey writing (for “basic” surveys) or coursework in consumer research
· Experience with survey programming software, such as SurveyMonkey or Zoomerang









Marketing and Graphic Design Internship
SUMMARY:
The Marketing and Design Intern will assist the Director of Marketing in the development of overall layout and production design for Turnkey Sports & Entertainment products, marketing materials and websites.  This person will also assist the Director of Marketing in advertising execution, relationship management with outside vendors and partners and overall company marketing and communications initiatives.  The intern will plan, analyze and create visual solutions to communications challenges to find the most effective way to get messages across in print and electronic media using color, type, illustration, photography, animation and various print and layout techniques.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Assist Director of Marketing in the development and execution of all collateral for internal and external clients.
· Work with external partners to execute marketing campaigns as well as manage the integration of partners into internal products.
· Aid in maintaining presence in sports and entertainment industry through conference attendance and speaking arrangements for company staff.
· Contribute to web design, web site construction and maintenance and graphic design projects as assigned.
· Assist in brainstorming concepts for upcoming projects.
· Research new trends in marketing and graphic design and apply them to company assignments.
· Attend internal meetings with Turnkey Intelligence, Turnkey Products and Turnkey Search to gather project specifications for new products/initiatives.

REQUIRED KNOWLEDGE/SKILLS/JOB QUALIFICATIONS:

Effective verbal and written communication skills are a must. The requirements listed below are representative of the relevant knowledge, skill, and/or ability required.

· Currently in pursuit of a degree in Marketing, Graphic Design, or a related degree
· Experience with Adobe Creative Suite (Photoshop, Illustrator, InDesign and DreamWeaver) preferred.
· Strong typography and layout skills
· Windows and Mac Proficient.
· Strong interpersonal and communication skills, verbal and written.
· Proven experience with computerized design, web site design and/or marketing collateral development.
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