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Muscogee County Ferst Foundation for Childhood Literacy 
Job Title: Communication Intern 
Reports to: Volunteer Coordinator 
Summary: The Communication Intern for Muscogee County Ferst Foundation for Childhood Literacy will use and apply skills, knowledge and guidance from academic studies to assist, support and advise staff with regard to the promotion of a local non-profit agency. The intern will be tasked with raising awareness of the value of early childhood literacy, training potential and current volunteers, creating and maintaining engaging social media on multiple platforms, website maintenance, building and maintaining donor relationships and improving overall community awareness of the organization.
Goals and Objectives: 
· Working with the Volunteer Coordinator as well as other designated staff and board members.
· The Communication Intern for Ferst Foundation will deliver a Communication strategy and/or plan that can be implemented within a prescribed budget.
· The Communication Intern will produce at least two deliverables that support the mission of the organization.
· The Communication Intern will develop a broader understanding of the non-profit sector.
· The Communication Intern will assist the Volunteer Coordinator and other designated staff and board members with a variety of tasks, to include, but not limited to, production of an annual report, website management, donor communication, volunteer strategy and coordination, social media awareness, and special projects.
· The Communication Intern will support the business programs, projects and special events.
· The Communication Intern will analyze current programs and activities and suggest, initiate or generate new programs and ideas.
·  The Communication Intern will identify and assist with coordination of community outreach opportunities and collaborate with staff on the same.
· The Communication Intern will assist and support staff in the daily operations of the business.
· The Communication Intern will work on other tasks as assigned.
Specific Duties:
· Initiate and maintain communication with local media outlets (paper, TV, radio) and pitch one story per month about Ferst Foundation. Story ideas will be developed jointly with local volunteer team and intern
· Communicate with parents of newly registered children each month (30-50 calls per month) and welcome the parents and make sure they are receiving the books and answer any questions or direct questions to local volunteer coordinator (script is available)
· Post items to local Facebook page at least once per week in coordination with Ferst's local Facebook administrator
· Maintain website, if available, as needed, to update photos, stats, and other information
· Assist with coordinating any fundraising events or activities, to include designing communication plan
· Assist with contacting potential funders at direction of local volunteer coordinator
· Coordinate attendance at local literacy events and activities with local volunteers, and attend as many of these events on behalf of Ferst Foundation, as possible.
Skills and Requirements:
· Proficient with Microsoft Office®, email, digital and social media platforms, website management
· Hold a valid driver’s license
· Be currently enrolled and in good standing in a communication, public relations or marketing (or the equivalent thereto) course of instruction at an institute of higher learning
Position:  The Communication Internship is an unpaid position and will require a total of 15 weeks during the spring or fall semester, satisfying the Columbus State University Communication Department Internship criteria. Students must work a minimum of 10 hours per week. Beyond this, the number of hours per week a student works is dependent on the particular needs of the employer and the circumstances surrounding the Ferst Foundation. Three hours of academic credit is the maximum permitted. The Communication Intern MUST complete at total of 150 hours.
For more information or to apply for this position, please contact Volunteer Coordinator, Warren Steele, at wbsteele2@gmail.com or 706-464-0227.
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