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Job Description
Job title: 
Communications Intern
Accountable to:
Communications Coordinator, Graphic Designer



Key relationships:
RSU Staff and Officers, University Staff, and Students.
Location:
Froebel College, Roehampton although regular time on other colleges maybe expected


Hours:


28 Hours a week (£9.75 per hour)

Contract: 

10 months until 1st June 2018 

Post Overview:
To work within the RSU communications team to produce high quality and engaging print and digital publications. To create a strong tone of voice across social media platforms that aligns with RSU’s brand guidelines and strategic plan.


Person Specification – Communications Intern
Criteria







Essential/Desirable
Experience and training

· Strong ability and experience of working to tight deadlines



E 
· Significant experience in a similar role





              
E
· Experience of proof reading a range of content with experience of error free work  
E

· Experience of successful promotion and marketing 




E

· Experience of working with a variety of different staff and students


D
· Experience of working in a busy fast paced environment 



D
· Experience of working with projects from a range of backgrounds remits etc

D
Skills/knowledge

· Good interpersonal skills







E

· Excellent planning, organisation and prioritising skills




E

· Excellent command of the English language and its usage it communicate effectively
E

· Skills and confidence with a range of IT applications and social media


E

· Knowledge of the Higher Education sector and current issues facing students

E
· Knowledge in writing content proven to be effective to a range of audiences

E

· Interpersonal skills (verbal and written) with a wide variety of people


E

· Understanding of communications and social media and its wide channels for usage
E

· Strong ability to proof read others content in order to get the best results

E
Personal attributes
· A desire to learn and improve







E

· Full commitment to equal opportunities






E

· A full commitment to the environment and sustainable behaviour


E

· Ability to relate to and work with a diverse range of people



E

· Compassionate and rational







E

· Commitment to excellent customer service





E

· A self-starter who works on their own initiative





E

· A commitment to helping others: Staff and students




E

· Ability to work effectively as part of a team





E

· Strong attention to detail







E

· Flexibility 









E

· Approachable, good humoured and confident





E

· Ability to work occasional weekends and evenings




E

· Commitment to personal development






E

· An empathy with students and students’ unions





D

· A desire to see others work succeed






D

Roehampton Students’ Union – Enhancing the student experience through representation, development, activities and support





Role Detail: 


This position will work within the RSU communications team to ensure projects have strong consistency and quality. This will be through ensuring key messages are communicated with a clear and consistent brand tone of voice. 


The role is to create communications that work for our students effectively to engage in our activities and get involved to improve their Student Experience. Ideally the candidate will have a strong command of the English language and a very good eye for detail. 














Principal Duties:


Sub-editing text written by a number of authors to ensure consistent tone of voice and house style.





Proof read all RSU publications and ensure that no spelling or grammatical mistakes are published.





Work with the communications team to effectively prepare communications in good time and scheduling in automated posting where possible.





Ensure reviews are done on student events and society activity to profile student success.





Ensure we effectively use all available channels to push our communications effectively. This includes social media, website, emails, posters, flyers, banners etc.





Provide support and coordination to successfully distribute materials so students are aware of RSU activities. 





Work with the communications team to effectively review and report on communications effectiveness and impact.





To always work with staff, officers and students in a positive way and within the values of RSU at all times, to help RSU achieve its vision. 





To contribute to the strategic and operational planning of the Communications Team





Contribute to the Communications Team strategic planning by putting forward evidence based ideas for improvements





Assisting the Communications team in maintaining a consistent RSU brand.





Working with Communications team to make sure that all of RSU’s content is accessible (subtitling, producing large font prints and other).





























