SAMPLE POSITION DESCRIPTION

Internship Site:

Internship Supervisor:

TITLE: Marketing and Promotions Intern

OPEN TO THE FOLLOWING MAJORS:  ALL MAJORS
Major responsibilities and goals  Serve the organization's public relations committee in the successful marketing of a major special  event. 

Other essential activities: Be available for meetings, planning and work to accomplish successful marketing of event. Write and distribute press releases and establish press conferences. Recruit, Organize and supervise volunteers. Draft correspondence and inter-office memos.  Conduct telemarketing. Word processing and keeping accurate files. Negotiate contracts with vendors. Plan for event security. Manage event operations.

Desirable skills, knowledge, behavioral traits:  Responsible, reliable and committed to what he/she is doing; be able to understand, embrace and be enthusiastic about event and how this event benefits the community. Possess proficient communication skills necessary in working with the public, media, professionals and interviewing. Ability to maintain professional attitude and manners while working with a variety of people 'and business contacts; and demonstrate a willingness to work as a team member, eagerness to learn, and an ability to follow directions and instructions. 

Time commitment, compensation and advancement opportunities: This will vary according to demands. Details will be discussed with candidates called in for interviews. You may estimate approximately 10 hours per week. This is a voluntary internship.

