Job Description
Post Title:		Internship in Fundraising & Marketing Team

Post Grade:		Internship position

Location and hours:	This role is based at the GB National Office in Banbury, Oxfordshire.  The post holder will work a normal 37.5 hour week.

Duration:                       3 to 6 Months

Purpose:		To support the Fundraising and Marketing team with a range of projects across Digital Marketing, Direct Marketing, PR, Events and International Volunteering.  			
Responsible to:	Fundraising & Marketing Director

Training:		Specific training will be given in key infrastructure, including:
· The in house Raisers Edge database (the Industry-standard database in the voluntary sector) in using it to support marketing campaigns. 
· The website Content Management System (CMS) that drives the website including the setting up of donation and fundraising pages. 
· The use of HAL (the in house media library) to source suitable photos, videos and homepartner stories for use in marketing campaigns.

Duties:

1. To support the Digital Marketing Executive with the implementation of the HFHGB Digital Marketing strategy by supporting the HFHGB website and a range of online fundraising activities including email campaigns, online advertising & social media.
a) Researching and developing content for use on the website.
b) Using the CMS to update the website and create donation pages and individual fundraising pages to support appeals, events and international volunteering trips.
c) Project managing email campaigns including researching and creating content and working closely with the Raisers Edge database to ensure correct segmentation for campaigns and updating supporter records accordingly.
d) Using HAL to find suitable images and videos for use on the website and in marketing campaigns and using photo editing software to amend them as appropriate.
e) Work closely with the Supporter Services department to ensure they are fully briefed on new and existing marketing campaigns. 
f) Liaise with other internal departments, the marketing agency and other suppliers when appropriate to develop and deliver marketing projects.
g) Using Google Analytics to analyse website traffic and report on campaign performances. 
h) Using HFHGB’s social media presence on Facebook, Twitter, Google+ and You Tube to engage supporters and promote marketing campaigns.


2. To work on other projects within the Fundraising and Marketing team as needed including:
a. Direct marketing campaigns including appeals and newsletters.

i. Working with colleagues and the marketing agency to develop and implement campaigns.

ii. Campaign analysis using the Raisers Edge database.

iii. Database segmentation.

b. Support the Events Coordinator with the coordination of upcoming HFHGB fundraising events.

c. Support the PR Officer with developing press releases and media coverage. 

d. To provide back-up administrative support to the International Volunteering programme as needed.
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Staff Responsibilities:	None




Person Specification

Post Title:		Internship - Fundraising & Marketing Department
The Intern will possess a desire to learn about the organisation, its vision, methods and mission, and therefore the people it serves. They will be a person with a warm and enthusiastic manner who is self-motivated and proactive.

	
Life experience

	Essential
	Desirable

	
Strong organisational and administrative skills.


	
	

	
An ability to deal with people from all walks of life and diverse cultural backgrounds.

	
	

	
High level of computer literacy. 

	
	




	
Skills and Aptitudes

	Essential
	Desirable

	
Excellent organisational and administrative skills with attention to detail and accuracy.

	
	

	
Excellent communication skills (both written and spoken)

	
	

	
Excellent interpersonal skills, capable of building and developing relationships with volunteers, team leaders and international staff.

	
	

	Ability to work with minimum supervision.
	
	

	Flexibility to work on a range of tasks across the working week in order to ensure deadlines are met in all areas of the department.
	
	

	
Good time management 

	
	

	
Capable of being self-supporting in IT and ability to learn new skills. 

	
	

	
A confident user of Email, WWW, word processing, spread-sheets and databases.
	
	




	
Attitude

	Essential
	Desirable

	
Work to serve others. The ability to identify others needs and act accordingly.

	
	

	
Willing to learn

	
	

	
Positive and motivating personality.

	
	

	
Flexible approach.  Reliable.

	
	

	
Commitment to eradicating poverty and optimism for change.

	
	

	
Open to the perspectives of others and able to compromise, tolerate, negotiate, communicate and resolve conflict.

	
	

	
Self aware and self motivated to develop personal skills.

	
	







