TITLE: Marketing Intern

Department: Programs and Communications

Classification: Intern

Reports to: Marketing Manager, Programs and Communications Internship Coordinator

Supervises: NA

Budget Responsibility: NA

SUMMARY OF RESPONSIBILITIES:

Assist marketing staff with print and Web-based promotional materials.
ESSENTIAL FUNCTIONS:

1. Support ongoing campaigns under specified directions of the marketing manager.

2. Assist in development of marketing materials.

3. Provide administrative support, including research and solicitation.
4. As needed, work with graphic design and sales staff to fulfill assigned duties.
5. Other Programs and Communications duties related to marketing as assigned and cleared by internship coordinator.

Working Relationships:

Internal: Marketing staff and appropriate staff in other departments.
External: ACTE state associations, Region and Division content contributors and officers, outside service contractors.
OTHER FUNCTIONS:

1. Assist with membership management through iMIS database.

EXPERIENCE, SKILLS AND QUALIFICATIONS:
1. High school diploma and at least two completed years of postsecondary education in a related academic field.

2. Familiarity with marketing and research techniques.

3. Familiarity with Web-based media outlets.

4. Knowledge of issues pertaining to education, and career and technical education in particular, a plus.
5. Ability to learn new tasks and concepts quickly and apply them to working tasks.

6. Experience solving problems intuitively with limited supervision.

7. Good people skills, capable of functioning alone or as a team member.
EXPECTATIONS FROM POSITION:
The selected candidate will serve under ACTE’s marketing staff for an approximate 15-week period during either academic semester, or 30 weeks if accepted for the full academic year, for a mutually agreed upon weekly average of hours. In that time, the selected candidate will have gained valuable experience in the development and execution of marketing campaigns and promoting membership for a diverse, targeted membership organization; honed skills essential to the same; and developed hard and soft skills necessary for future career success.
