Internship Opportunity – Department of Communication


Organization:  Blue House Public Relations
The following are descriptions of each of the five positions available at Blue House Public Relations:
Executive Director

Manages all the firm’s operations and serves Chapter’s PRSSA executive board. The firm director conducts regularly scheduled meetings with staff and weekly meetings with officers. 

Duties include:

· Select account executives with the help of the vice president

· Maintain on-going contact w/the firm, faculty, and professional advisers

· Conduct leaderships and general firm meetings

· Coordinates staff training

· Maintain files on all activities

· Oversee and approve client recruitment

· Evaluate and motivate firm members

· Establish communication between the firm and the rest of the Chapter

· Maintain contact with clients and account executives to ensure satisfactory progress

· Offer commitment and professionalism to the firm and its activities

· Participates in Blue House promotion through social media channels with posts and responses

· Provides one Blog article per semester, to be scheduled by the publicity manager

· Sets meeting agendas and records meeting notes on Google Calendar

Account Executives:

Main client contact. The account executives must be professional, responsible and ethical as they represent the firm. Account executives should report to firm’s board through written and oral reports. Duties may include:

· Develop goals and objective with his/her account members

· Obtain client permission to implement tactics

· Motivate account members with phone calls and email reminders

· Maintain regular communication with the client

· Complete a detailed weekly activities report

· Maintain a continuous and complete file of activities and completed projects

· Attends all staff meetings

· Participates in Blue House promotion through social media channels through posts and responses

· Provides one Blog article per semester, to be scheduled by the publicity manager

Publicity Manager:
Is responsible for promoting Blue House on and off campus and assists with client campaign tactics as needed.
· Crafts and submits a detailed campaign plan for the semester to the Creative Director one week prior to the beginning of the semester. 

· Coordinate all Blue House social media. Schedule staff posting responsibilities. 

· Monitor all social media, daily. Craft appropriate responses.

· Coordinate circulation of Blue House promotional materials, both on- and off-campus

· Craft response letter to new “friends” and interested parties. 

· Creates monthly email newsletter. Assigns and coordinates contributions of other staff members. 

· Update contact lists as needed. 

· Update Blue House Google Calendar with all meetings, community events, campus events, and social media posting assignments.

· Coordinates with directors for all networking events and promotional opportunities

· Recruiting future team members and freelances

· Promote Blue House events

· Crafting the annual PR campaign for Blue House

Creative Services Director/Graphic Designer:

The designer may be involved in managing more than one project at a time and allocating the relevant amount of time according to the value of the job. Typical work activities include:

· meeting clients or account managers to discuss the business objectives and requirements of the job;

· interpreting the client's business needs and developing a concept to suit their purpose;

· estimating the time required to complete the work and providing quotes for clients;

· developing design briefs by gathering information and data through research;

· thinking creatively to produce original ideas and concepts;

· using innovation to redefine a design brief within the constraints of cost and time;

· presenting finalized ideas and concepts to clients or account managers;

· working with a wide range of media, including photography and illustration;

· contributing design strategy and concepts to the overall brief;

· demonstrating illustrative skills with rough sketches; must be current on and have access to all Adobe design software (Illustrator, Photoshop, Indesign, Acrobat Pro) as well as business software;

· knowledge of print and web production is required and the ability to produce production-ready digital files is a must; working as part of a team with printers, copywriters, photographers, other designers, account executives, web developers and marketing specialists.

Account Assistant:
· Assist with all publicity manager’s duties with Blue House PR campaign

· Assist with all account executives duties and with client services

· Assist with administrative activities

Anticipated Start Date:
Spring and Fall Semesters
Hours per week: 

1 to 3 credits per semester (1 credit equals 45 hours of work)
Will Pay be Available?
NO – Internship is for credit only
Job Site Address:

1910 University Drive, Boise, Idaho 83725-1920




Center on Main, 1020 Main Street, Suite #104, Boise, Idaho 83702-5789
Contact:
Dr. Mary Frances Casper

Creative Director

Boise State University
Department of Communication
1910 University Drive
Boise, Idaho 83725-1920
E-Mail Address:
maryfrancescasper@boisestate.edu


Internship Guidelines:
http://sspa.boisestate.edu/communication/files/2011/06/InternshipGuidelinesSP12.doc
Internship Application:
http://career.boisestate.edu






