ABOUT OUR ORGANIZATION

Each February the San Antonio Stock Show & Rodeo, one of the city’s largest and
most prestigious events, provides world-class entertainment, family-friendly attractions,
western events and livestock shows, a carnival and much more! We are made up of over
7,000 volunteers that serve on 40 committees that help drive our mission and welcome
approximately 1.5 million visitors on the Fairgrounds each year.

As a 501 (c)(3) nonprofit organization, our mission is“a volunteer organization that emphasizes
agriculture and education to develop the youth of Texas.” Through various fundraising
events and the annual Stock Show & Rodeo, our volunteer efforts have committed more
than $279 million to over 20,000 youth in Texas through scholarships, grants,
endowments, junior livestock auctions, western art, calf scramble programs and show
premiums.
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OVERVIEW

The Executive Events Intern will perform under the direction of the Chief of Staff. This seasonal
position will give a hands-on experience in every aspect of VIP event management and executive
support. Prior to the event, the position will focus on administrative duties, planning and logistics.
During the event, the duties will also include hosting and managing one-off events, suite/dining
room management and executive support.

ESSENTIAL DUTIES & RESPONSIBILITIES

Responsibilities include, but are not limited to the following:

« Assist the Chief of Staff with all tasks related to event preparation and execution, guest management
and support of executive staff and volunteer leadership.

« Act as point of contact for Executive Offices

« Perform a variety of administrative duties, to include: creation of invitations/informational letters for
special events, organization of responses, compile biographical information, documents and itineraries
for executives, schedule meetings, book travel

« Organize, coordinate and regulate transportation and access for guests invited to special events/
areas and dinners

« Host guests in suites and select dinners, including ordering appropriate food and beverages

« Attend volunteer committee meetings as needed

«  Procure special gifts for guests

« Assist in on-site event execution, including set-up and break-down, decor

« Document events by taking pictures, video, and detailed notes for evaluation

+ Participate in detailed post-event evaluations with team

+ Perform additional tasks as assigned

SKILLS & ABILITIES

« Possess and demonstrate strong interpersonal skills, detail-oriented observation and task execution
traits, professional ability to follow instructions, ask questions, share ideas and exercise good
judgement

« Quick thinker, knowledge of conflict resolution, efficient and effective problem solver

« Showcase a creative outlook or approach to even simple or ordinary projects

« Exceptional phone and social etiquette, writing, editing, and proof-reading skills

« Excellent organizational and time management skills
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EDUCATION & EXPERIENCE

+ Interest in Event Management, Hospitality & Tourism, Communications, Business
« Interest in Special Events, Event Planning, Non-Profit Organizations

« Fluentin English (reading, writing, speaking), Spanish a plus

«  Working knowledge of Microsoft Word and Excel

« Experience in hospitality or customer service

« Familiarity with itinerary coordination

WORK ENVIRONMENT

Position will be located at San Antonio Stock Show & Rodeo headquarters, mobile locations and
inside the Frost Bank Center. In course of duties, may be exposed to animals, dust, elevated noises,
stage lighting, outdoor weather elements, etc.

PHYSICAL REQUIREMENTS

«  Walking- Moving about on foot to accomplish tasks, particularly for moving from one site to another and
for sustained periods of time

« Carrying- Must be able to carry at least 30 Ibs. without assistance

- Lifting- Have strength to lift at least 30 Ibs. without assistance

« Standing- Particularly for sustained periods of time

« Driving - must have a valid Drivers License, for operation of company vehicles or golf carts

SCHEDULE
Position begins on Thursday, October 1, 2026 and ends on Thursday, April 1, 2027
Work days and hours: Monday - Friday, 9AM - 5PM*
*Hours and days change during annual event: Thursday, February 11 to 9AM - 12AM on
weekdays and 9AM - 1AM on Saturday and Sundays

Attendance also required for following:

Nov 12 and Jan 19 @ 6PM - Directors Meeting

Nov 20- 21 Uvalde Qualifier performances

January 29 @ 5AM - Cowboy Breakfast

February 6 @ 8AM - 1PM - Western Heritage Parade

Email your resume and cover letter including
3 references to the individual below with

“Executive Events Internship” in the subject line.

Karen Carawan
karen@sarodeo.com
(210) 225-5851






