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intern

Marketing adverting Sales Position
Job Summary: 

The Marketing and Sales Volunteer/Non-Paid Intern is responsible for assisting the Manager of Marketing and Public Relations on all aspects of the Broadcast Network System (BNS).

Major Responsibilities/Activities:

• Prepare, issue, and verify return of all BNS contracts as advised by Manager

• Assist in maintaining accounts receivable for BNS program

• Assist in maintenance of BNS client relationships

• Assist in marketing and advertising the BNS program

• Aide in handling client gifts, premium items, and other client perks

• Assist in coordination of on-site BNS program responsibilities and client services 

Minimum Requirements:

• Excellent communication skills both verbal and written

• Exceptional organizational skills preferred 

• Experience with Microsoft Office products, primarily Word & Excel

• Ability to work closely with web business development agencies to create and expand the BNS advertising client base and revenues. Prefer strong English skills as well[image: image2.emf].
Note:   Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time. 

