
WE ARE
BMG.
WHO WE ARE. 

We are BMG - The New Music 
Company. Founded in 2008 
with a revolutionary vision for 
the digital age. Starting afresh 
has allowed BMG to rethink 
the music industry from the 
ground up, with systems and 
structures and processes 
designed for today. While 
historically music publishing 
and the record business have 
been regarded as completely 
different businesses, BMG 
realises that in the age of 
streaming, they have more in 
common than ever before. 

That means whatever 
functions we can manage 
together, we do manage 
together. And because we live 
in the age of the World Wide 
Web, we are resolutely an 
international company. 

Virtually every department has 
an international reporting line 
as well as a local one. We are 
one company - worldwide. 

OUR VISION.

A world in which every         
artist and songwriter gets to 
achieve their potential and 
receives a fair reward for        
doing so. 

Music isn’t just another 
business. Music is created 
by individuals, each of them 
on their own creative journey 
taking huge risks. The fruits of 
that creativity need to be paid 
for. Fairly and efficiently. 

BMG aligns itself with the 
interests of the creative        
community of music.

OUR MISSION. 

To create a better kind of    
music business. 
A digital-age music rights 
platform which is fair, 
transparent and service 
driven and inspires by 
example a positive change in 
the wider music industry. 

Fairness | Transparency | Service | Worldwide



JOB 
DESCRIPTION.

• Assisting the Creative Admin teams in their day-to-day 
responsibilities

• Delivering songs sent in by our clients so that they can be properly 
registered with the appropriate agencies

• Assisting with client deal tracking and analysis & helping provide 
supplementary materials for a deal review.

• Undertaking a few longer-term projects aimed at expanding your 
knowledge of the industry alongside providing more granular 
analysis/info to the team related to the subject of said projects.

• Understanding the core systems of BMG’s business model – 
Imaestro/Song Delivery/JIRA etc

• General Song level research in order to provide background info 
for disputes, counterclaims and other copyright issues.

E S S E N T I A L  S K I L L S  &  E X P E R I E N C E .  

• Proficiency with Microsoft Office Programs and excellent computer 
literacy

• Good communication abilities
• An interest in the music business (in general) and/or music 

publishing (specifically)
• A positive outlook and strong work ethic
• Willingness to jump in and assist wherever necessary

It’s a plus if you knowledge of the music industry and the general 
landscape. 

JOB TITLE

Intern, Creative 
Administration

DEPARTMENT

Creative 
Administration

LOCATION

5670 Wilshire Blvd 
Suite 1400
Los Angeles, California 
90036

WORKING HOURS

(15 Week placement 
from Feb - May) 
21 hours per week

OVERALL PURPOSE

Your primary mission 
is to support the 
Creative 
Administration team 
with a wide variety of 
administrative tasks. 

This job description describes the main elements of the role however 
a hands-on, flexible and proactive approach is expected and as such 
this document is not intended to be comprehensive or permanent.  
The job description is subject to review on an ongoing basis.

A B O U T  TH E  INTERNSHIP .

The Creative Admin team is a valued and essential part in the smooth 
functioning of the A&R department. This team is positioned at the 
beating heart of a music publisher – the intersection of Creative, 
Legal, Synch, Copyright and Mechanical licensing departments is a 
busy and exciting place to be, where you can learn much about all 
areas of the industry in an extremely short amount of time.

A typical day in the team starts with a meeting; after that, we 
typically spend the day answering client queries, sourcing song 
information, resolving copyright registration issues and song 
disputes, fielding synch requests, and handling the many other 
inquiries that come with the day to day running of a large music 
publisher like BMG.

This Internship is an excellent opportunity to gain a large amount of 
knowledge about the mechanics of the music publishing business, 
how publishing deals are processed and maintained and to gain 
experience in handling the intricacies of music copyrights and 
intellectual property.

K E Y  A C T I V I T I E S  &  R E S P O N S I B I L I T I E S .  




