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Communications Internship
Job Description
Job Title: Communications Internship
Hours: 21 hours per week (flexible) 
Remuneration: Travel expenses paid

Reporting to: Director of Communications
Start date: 19th May 2013
End date: 18th September 2013
Tasks: You will be part of a small group of interns working together to gain valuable work experience whilst helping a dynamic charity develop.  You will work closely with our Communications Director and Online Communications Assistant on a range of print, digital and face-to-face Public Relations tasks including:

· Researching publications and articles with specific interest for TRO’s projects

· Assisting in the writing and distribution of press releases for local, regional and national projects and TRO communications
· Updating TRO’s media index and archive; collating images from events and projects
· Researching current affairs, policy, campaigns and other organisations for PR purposes; producing reports on findings
· Contributing to TRO’s social media channels: research, create and update content for Twitter, Facebook and YouTube
· Assisting in the production of audio and video content for online channels
· Creating promotional materials within brand guidelines

· Sending out promotional materials and reports to key audiences

· Administrative support for events
· Keeping contacts database up-to-date
· Answering general telephone and email enquiries 
 

Skills/Personal Qualities required:   

· Excellent written and oral communication skills, good telephone manner 

· Good IT skills, including familiarity with Office applications and online/social media resources

· Good organisational skills, creative thinking and a passion for literature

· Flexible, self-motivated and hard-working individual who will work well in a dynamic and creative team in a fast-moving environment
How to apply
Please complete the required application form available at www.thereader.org.uk click on the ‘About Us’ tab and scroll down to ‘Job Opportunities’ and return by email michellebarrett@thereader.org.uk or in post to The Reader Organisation, The Friary Centre, Bute Street, Liverpool L5 3LA. 

Deadline for applications: 4pm Friday 3rd May 2013. 
You will be notified if you are to be called for interview by the end of the day on Tuesday 7th May 2013. If you have not heard from us by then, you have been unsuccessful. Volume of applications may make replies to everyone impossible.

Interviews will be held at The Reader Organisation Office on Friday 10th May 2013.

If you have any queries, please call The Reader Organisation on 0151 207 7207.
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Registered charity in England (1126806) and Scotland (043054)

