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Role Description – Red Nose Day 2011
JOB TITLE:

Marketing Intern
GRADE:


Volunteer
TEAM:
              

Marketing 
REPORTS TO:
     
Marketing Officer 
DURATION 

Sept – Dec 2010 
LOCATION:

Vauxhall, London


Purpose of Role:

You will provide essential support to Comic Relief’s busy Marketing Team, helping to plan and deliver a national, multi-channel Marketing campaign for Red Nose Day 2011 that aims to drive record levels of awareness and engagement amongst our target audiences.  You’ll gain 360° Marketing experience by assisting the Marketing and Digital Marketing Officers across online and offline projects.  
Specific Responsibilities: 
Marketing:
· Assist the Marketing Officer with a variety of tasks to help  deliver and manage the printed Marketing and Fundraising materials for the campaign, to include: 

· Proof-reading and sense-checking of Marketing Materials 

· Regularly reporting on and keeping track of orders, stock levels and predictions during the campaign period
· Manage a small database of Media Owner contacts to keep track of details of offers of free online and offline advertising space for Red Nose Day, as well as researching further opportunities, following up on leads, arranging ‘Thank You’s for those who donate advertising, and inputting their details into the Thank You database
· Keep track of advertising specifications, printing requirements and costs, and support the Marketing Officer in liaising with print suppliers and media owners to get creative delivered on time and budget

· Support the Marketing Officer on pre- and post-campaign Market Research:  helping to schedule focus groups, prepare stimulus and circulate discussion guides  and questionnaires for approval 
· Gather in-situ shots of advertising activity during campaign
· Market analysis:  sourcing and analysing other charities’ and brands’ marketing output to inform our strategies and briefs 
· Build a good knowledge of the Comic Relief image database in order to be able to suggest and help select images for all marketing materials, from emails and web to advertising materials.
Digital Marketing: 
Support the Digital Marketing Officer in project management of email campaign, to include:

· Analysing email results and producing reports with valuable insights to inform the email campaign plan.

· Testing emails prior to send
· Inputting to writing of briefs
· Assisting in the input and approval process of emails through from brief to send
Fundraising: 
· Responding to queries from our top fundraisers about their fundraising needs for RND11, and ordering materials and resources on their behalf 
Administration:

· Assist Marketing Officers and Marketing Manager with information and administrative support as required to ensure the smooth running of the campaign. 
· Set up  meetings as requested, and put together agendas and minutes 

General:

· Work as part of the Marketing & Fundraising Communications Team,  helping out with ad-hoc tasks as requested by the Marketing Manager of Marketing Officers. 
· Share in Comic Relief’s philosophy, participate as a full member of the Comic Relief team and support initiatives across the whole organisation as appropriate. 

Additional information

Expenses

All reasonable lunch and travel expenses will be reimbursed.

Length of programme:

3 month post (Sept – Dec 10) 

Number of placements:

· 1
Role Reference:

RND1140 – please quote this on your application form 
PERSON SPECIFICATION FOR MARKETING INTERN  
 Grade: Voluntary post


	EXPERIENCE       
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Experience of working in a busy admin environment – using variety of admin/IT systems.
	To carry out basic admin skills such as typing, filing, organising meetings, maintain budget spreadsheets and utilising computerised office systems. Must feel comfortable in an office environment, working in a team.
	Ess.
	(
	(
	
	

	Diary co-ordination 
	To organise meetings on behalf of the Marketing Officers and Marketing Manager
	Des.
	(
	
	
	

	A qualification in, or experience of, Marketing 
	Under close guidance from Marketing Officers, will need to help deliver campaign activities. 
	Des.
	(
	(
	
	

	JOB SKILLS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	IT literacy (MS Windows and MS Office)
	Must be able to create and edit documents using word processing or spreadsheet software, and to store and retrieve them on the network.  Must be able to use e-mail, an electronic calendar and the Internet effectively.  
	Ess.
	(
	
	(
	Written test

	Good numeracy and written presentation skills.
	To be able to co-ordinate, check and present information accurately. 
	Ess
	
	
	(
	Written test

	Good interpersonal and communication skills
	To be able to deal with enquiries from media and other stakeholders under the guidance of the Media Officers.  
	Ess.
	(
	(
	
	

	Time management
	Must be relied upon to turn up for work on time, able to prioritise work in order to get important tasks completed by the appropriate deadline, allow sufficient time to prepare for important events or meetings and seek support when demands outweigh the available time.
	Ess
	
	(
	
	

	Risk awareness
	Before acting, must consider the consequences of what they do on their work, their colleagues and on Comic Relief as a whole.
	Ess.
	
	(
	
	

	Attention to detail
	Must be able to produce work which is consistently accurate, which makes sense and which fits the purpose for which it was intended.
	Ess.
	
	
	(
	Written test

	Communication skills
	Must be able to write clear emails or letters with accurate spelling and grammar, and must speak clearly, confidently and politely on the telephone or at meetings.
	Ess.
	
	(
	(
	Written test

	KNOWLEDGE        
	WHY
	IMP. 
	App
	Int
	Test
	Test Format

	An understanding of basic Marketing principles
	Demonstrates interest and desire to develop skills in this area.
	Ess.
	(
	(
	
	

	Aims and objectives of Comic Relief
	Shows commitment and interest in CR.
	Ess.
	
	(
	
	

	An understanding of diversity
	In order to promote a diversity throughout the organisation and externally.
	Ess.
	
	(
	
	

	QUALIFICATION/OTHER REQUIREMENTS
	WHY
	IMP.
	App
	Int
	Test
	Test Format

	Willingness to commit to an unpaid role for an agreed period of time
	To ensure position is secure for agreed duration of internship. 
	Ess.
	
	(
	
	

	Educated to degree level or working towards a degree
	
	Des. 
	(
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