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JOB DESCRIPTION
Job Title: PR and Fundraising Administration Voluntary Internship
Duration: 12 months 
Responsible to: Head of Income Generation and PR 

Responsible for:  N/a
Job Summary:  The post holder will be responsible for assisting the Wild Futures fundraising and PR team in managing the various PR and administration activities.  This will include managing the Wild Futures and Monkey Sanctuary websites, coordinating press releases, planning social media activity, compiling monthly e-news and the newsletter.  It also includes assisting on the administration for adoptions, general administration and answering the telephones.  This is an internship for 5 days per week for 12 months. We have run this very successful and popular internship for 4 years, with participants either staying on to work for the charity or finding relevant work in the sector. Accommodation and food provided.
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Skills & Qualifications:
	Essential

Excellent communicator 

Proven written, editing and selling skills
Experience of working in either: newspapers, charity press office, commercial PR agency or in-house media/ public relations

Experience in content management systems such as Word Press 

Competent user of Microsoft office

The ability to work as part of a team and independently 

Experience in e-marketing 
Experience in social media including Facebook and Twitter
A good understanding of UK media 
Ability to prioritise and work under pressure

Excellent organisational and administration skills
Good telephone manner
Approachable, persuasive and friendly networker
	Desirable

Degree in marketing, public relations or similar
Working for a charity (paid or unpaid)
Experience in managing volunteers
Knowledge of graphics software (e.g. photoshop and adobe in design)
Geographical knowledge of Devon and Cornwall
Basic photography skills



Job Details:
PR and Media

· Generate positive media coverage for all charity events, activities and programmes

· Working with the PR and Fundraising Assistant to deliver national PR campaigns

· Working with the PR and Fundraising Assistant to provide PR support for outside Wild Futures events
· Working with the Education Officers to provide support for Monkey Sanctuary events

· Liaising with the media in coordinating press, TV and radio coverage

· Briefing the charity’s spokespeople and ambassadors for media interviews

Digital

· Managing the charity’s websites – Wild Futures and Monkey Sanctuary

· Coordinating, writing and sending the monthly e-news to supporters using mail chimp
· Planning Facebook and Twitter activities

· Using creative thinking to increase Facebook, Twitter and Google+ followers

Print

· Work with the PR and Fundraising Assistant in planning and producing content for the 3x yearly newsletter 
New media

· Planning and coordinating online film content for the Wild Futures You Tube channel, at least 4 per annum

Administration

· Help with the administration of the adopt a monkey scheme including putting packs together, ensuring the gift shop has steady supply of packs and updating adopters details on the fundraising database
· File all adoptions paperwork in accordance with gift aid rules 
· Enter visitors’ data in excel spreadsheets in order for gift aid claims to be carried out
· Compile thank you letters via the fundraising database when required

· Work with the Fundraising and Administration Assistant in putting together the annual Supporters’ Day in May
· Help administer the adult and kids Keeper for a Day scheme, working with the keeper team to book in and send out the packs.
· Help with the administration linked to raffle requests.
Other duties

· Answer the fundraising and PR telephone, dealing with calls professionally and ensuring that calls / messages are passed to the relevant personnel

· Liaise with outside graphic designers and print houses ensuring deadlines are met
· Attend Wild Futures fundraising events as appropriate
· Complete appropriate training as required
· Ensure that you understand and adhere to all relevant Wild Futures policies and procedures
· Any other relevant work related tasks as directed by line manager

