INTERNSHIP/COOPERATIVE EDUCATION JOB REQUISITION
TEXAS WOMAN’S UNIVERSITY – CAREER SERVICES
Open Date: 	May 10, 2011		Closing Date: June 30, 2011

Beginning Date:	June 1, 2011

Rate of Pay: 	$8-10/hr			Hours per Week: 20

Title:			Communications Intern
In this part-time, seasonal, paid position at ECi Software Solutions' Fort Worth headquarters office, the Communications Intern will assist in announcing product news, training events, and helpful advice to customers via email and Web content.
Responsibilities may include:
· Edit and proof other team members' work and provide constructive feedback.
· Use methods of Search Engine Optimization (SEO). Populate our knowledge base, TechExcel KnowledgeWise, with self-help documents, making search easy by writing highly readable yet keyword-intensive descriptions.
· Assist in segmentation to target customer contacts who have relevant need and interest for each communication. Use reports from Microsoft Excel, TechExcel CRM, Salesforce.com, and occasional unsubscribe requests to maintain customer distribution lists as we migrate to a new email distribution system.
· Write various communications (such as software release announcements, press releases, feature implementation tips, aftermarket promotions, support and training event alerts, and updates to our Web site and support portal), using Microsoft Word and/or HTML editor like Contribute or Dreamweaver.
· Tailor the headlines and writing style to meet the needs of the target audience, which may include various business people: executives, accountants, salespeople, customer service representatives, system administrators, interior designers, equipment technicians, and warehouse and delivery staff.
· Use graphics and screen shots effectively to illustrate, explain, and highlight key points, using software like SnagIt, Fireworks or Photoshop.
· Comply with ECi branding and email deliverability guidelines, including logo usage, fonts, tags, and so on.
· Assist in developing our newsletter's editorial calendar and help build a library of newsletter articles.
· Work independently, meet deadlines and assume responsibility for assigned projects.

Additional Information: Flexible with students schedule?___Yes, from 9a -5p___

List skills/qualifications needed for this position
· A copy of your transcript (unofficial is fine) and 3-5 relevant writing samples
· Major in English, Journalism, Business Communications, or Public Relations
· Coursework in grammar, composition, news writing, interviewing, and MS Office
· Copywriting that is clear, concise, compelling, consistent and correct in accuracy, grammar, usage, and style
· Penchant for paraphrasing jargon into original, simple, highly readable language for a wide readership
· Aptitude for selecting details that will be appealing, persuasive, and useful to target audiences
· Preferred experience or coursework: marketing, technical writing, computer science, HyperText Markup Language (HTML), Cascading Style Sheets (CSS), graphic design, Adobe software, and/or administrative/accounting/retail work
Application Procedures

Contact Info
Company/Department:		ECi Software Solutions
Contact Person(s):		TereLyn Hepple	
Contact Person Position:	
Address:				4400 Alliance Gateway Frwy., Suite 154
Phone:				817-662-3212
Email:				thepple@ecisolutions.com
Website:				www.ecisolutions.com/eci 

Email this form to careers@twu.edu or fax to 940-898-2956. Please notify the Career Services Office when a position has been filled to assist us in keeping the Internship/Co-op job board and website current for TWU students.  Thank you! Career Services • Human Development Building (HDB), Suite 200 Phone: 940-898-2950 • Fax: 940-898-2956


Disclaimer

The TWU office of Career Services makes no representation concerning persons seeking employment from, or the jobs posted on, the Career Services website/bulletin boards. The office of Career Services reserves the right to decline to post any employment opportunity.
