A Non-Profit Organization Executive Management Public Relations Analyst internship:  Special Projects Team-The National Museum of African American Religions.

The CEO of our executive management team seeks an Intern Public Relations Analyst for our Special Projects Team. The Special Projects team is responsible for being a part of a think-tank focus group you will have flexible input the developing, designing, strategizing, and the implementation of our national fundraising campaign collaboration with BBVA Compass Bank and Stream Energy our two corporate partners.  The roll-out of our fundraiser’s implementation will span a seven state region college tour.  The main responsibility of the intern is assist executive management and our corporate sponsors in the creative development skills learned in their degree or major that craft the fundraisers implementation strategies. The importance of our think-tank is for the intern to be able to apply their school learned knowledge, and bring it to the table critical-think and problem-solving skills.  This position will work a flexible weekly schedule of approximately 20-25 hours with potential assignment through September 30, 2012. 

The Special Projects Intern will provide general support for the Special Projects team with responsibilities including, but not limited to: researching technical information for special projects, documenting various process flows within the fundraiser project involving the Non-Profits logo on a visa debit card with Compass Bank, coordination of meetings with committees, focus groups, etc., documentation  supporting special projects (i.e., meeting notes, supporting schedules, etc.), drafting correspondence both internal and external, preparing presentations, and creating marketing materials.

Intern will be participating marketing analyst dialogue in these discovery topics in our think-tank only sharing what they have learned in school relational to their course work or major surrounding these topics: Identify main client groups and audiences and determine the best way to communicate publicity information to them.  Write interesting and effective press releases, prepare information for media kits and develop and maintain company internet or intranet web pages.  Develop and maintain the company's corporate image and identity, which includes the use of logos and signage.  Manage communications budgets.  Manage special events such as sponsorship of races, parties introducing new products, or other activities the firm supports in order to gain public attention through the media without advertising directly.  Draft speeches for company executives, and arrange interviews and other forms of contact for them.

Assign, supervise and review the activities of public relations staff.  Evaluate advertising and promotion programs for compatibility with public relations efforts.

Establish and maintain effective working relationships with local and municipal government officials and media representatives.  Confer with CEO to develop internal and external communications to develop public information’s programs.   Direct activities of external agencies, establishments and departments that develop and implement communication strategies and information programs, and formulate policies and procedures related to public information programs, working with public relations executives.  Respond to requests for information about employers' activities or status.  Establish goals for soliciting funds, develop policies for collection and safeguarding of contributions, and coordinate disbursement of funds.  Facilitate consumer relations, or the relationship between parts of the company such as the managers and employees, or different branch offices.

Skills / Requirements:
· Currently enrolled- or will be enrolled by October 1, 2011- in a 4-year university in Business Administration or related major (current Master of Public Administration (MPA) or (MBA) students preferred)

· Detail-oriented and the ability to handle multiple tasks and tight deadlines 

· General business knowledge related to the financial process

· Excellent communication skills, both written and verbal

· Strong proficiency in Microsoft Office, especially Word, Excel, and PowerPoint
· Public managers combine advertising with promotions to secure future sales. 

· Typical promotions include giveaways, contests, samples, coupons, discounts and reward programs. 

· A public relations manager uses a variety of media to advertise the promotional messages. 

· Develop campaigns to use direct mail, radio ads, television spots, newspaper circulars, Internet ads, social media, websites and special events. 

· The public relations manager must also analyze the results of campaigns to ensure their efficacy.

· Work experience not required
For further consideration of this position and information about our agency, please visit us at: If interested this is a non-pay position with the purpose of this internship being used for College credit.

www.museumafricanamericanreligions.org  or email us your resume to elijahhill@cogicmuseum.org
