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JOB DESCRIPTION

POSITION TITLE:

Intern - Communications
SUPERVISED BY:     

Director- Communications
SUPERVISES:


No one
SALARY:


Course credit/Eligible for JCU’s Lavelle Scholarship


PURPOSE OF POSITION:  To assist the Communications division and the Advancement department in promoting public awareness about Mercy Home for Boys & Girls, its brand, and opportunities for involvement. To help attract, engage, and activate new supporters through published content about our young people, activities, and mission. To steward donors and constituent groups through written and other communications. To inform and engage age co-workers regarding the Agency’s activities and core mission.    
ESSENTIAL QUALIFICATIONS:

· Journalistic abilities: strong writer, subject interviewer, and story-teller.
· Understanding of online issues such as SEO, content marketing, and social media. 

· Excellent interpersonal and oral communication skills.
· Strong organizational skills, detail oriented, ability to manage multiple projects simultaneously, meet tight deadlines, and take on new opportunities as they arise. 

· Ability to work independently with minimal supervision.
· Effective in collaborating actively in teams.
· Ability to interact with co-workers and stakeholders and present a professional image.
· Discretion, confidentiality, judgment, creativity, and critical thinking.
· Understanding of, and commitment to, Mercy Home’s mission to help young people and empathy for the plight of abused, neglected, and troubled youth.
· Awareness of current issues impacting our youth and willingness to advocate for youth beyond the Agency. 
· Willingness to learn basic therapeutic concepts as practiced in Residential Youth Programs.
· Maturity and sensitivity to cultural and individual differences.
· Comfortable in working directly with the young people.

· Flexibility to work some nights and weekends, and volunteer to staff youth and fundraising events. 
· Photographic skills and proficiency in using a digital camera.
· Proficiency in PC systems, including Microsoft Word and Excel, as well as the ability to become proficient in other software packages and programs as necessary. Adobe Creative Suite preferred. Video editing software a plus.   

ESSENTIAL FUNCTIONS:
· Actively participate in online communications, web and social media teams to advance Agency goals. Develop content for mercyhome.org, Twitter, Facebook, Instagram and other platforms. 
· Expand Mercy Home’s creative storytelling through event and other marketing collateral, web, ads, brochures, signage, and video and audio editing.
· Assist with media outreach and coordination efforts.
· Assist with internal and public special events, as needed.
· Photograph Agency events. 
Receipt and Acknowledgment: 

I acknowledge and understand that: 

· Receipt of the job description does not imply nor create a promise of employment, nor an employment contract of any kind, and that my employment is at-will. 

· The job description provides a general summary of the position in which I am employed, that the contents of this job description are job requirements and, at this time, I know of no limitations, which would prevent me from performing these functions with or without accommodation. I further understand that it is my responsibility to inform my supervisor at any time that I am unable to perform these functions. 

· This job description in no way states or implies that these are the only duties to be performed by the jobholder. Job duties, tasks, work hours, and work requirements may be changed at any time. 

· Acceptable job performance includes completion of the job responsibilities as well as compliance with the policies, procedures, rules, and regulations of the Agency.

· I have read and understand this job description. 



Mercy Home for Boys & Girls (The Mission of Our Lady of Mercy, Inc.) is a non‑profit Illinois Corporation and an equal opportunity employer.  
