Media Department Internship

The Ward Group is a small, privately-owned, advertising agency located in North Dallas. We specialize in media planning and buying, and provide limited creative services for multiple accounts. We have many local and regional clients with national recognition in various industries. If you’re interested in learning about media buying, then this is the place for you!

Job Description:

· Support media buying team including:

· Assist media buyers as needed

· Distribute client media authorizations

· Issue and maintain client creative traffic instructions to media 

· Oversee timely response of client billing questions

· Create media schedule folders for buyers

· Input client advertising goals in media management system

· File Nielsen and Arbitron books in the library

· Assist Media Coordinator with media management solutions

· Organize the media library

· Organize media schedule folders in media storage 

· Check/update vendor contact information in the media management system

· Assist Media Coordinator with promotional opportunities

Qualifications:

· Excellent organizational skills

· Detail and task-oriented

· Ability to multi-task is important

· Proficiency in Microsoft Office (Excel, PowerPoint, Word)

· Good communication skills

· Knowledge of Smart Plus media management software a plus

Requirements:

· Minimum 15-20 hours per week for entire semester

· Pursuing degree in related area and earning school credit

Compensation:

· Class credit 

Contact:

Gaela Renee Hall

972-818-4050 x224

gaela@mediastewards.com
The Ward Group

15400 Knoll Trail

Suite 335

Dallas, TX 75248

972-818-4050

