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Position Description
Communications, Public Relations, and Marketing Intern

Mission of the Organization

Three Rivers Community Foundation (TRCF) promotes Change, not charity™, by funding and encouraging activism among community-based organizations in underserved areas of Southwestern Pennsylvania.  We support groups challenging attitudes, policies, or institutions as they work to promote social, economic, or racial justice.  

The Foundation’s action areas include: Disability Rights; Economic Justice; the Environment; Racial Justice; Women, Youth, and Families; and Gay, Lesbian, Bisexual, and Transgender Issues.  In addition to making grants in these action areas, TRCF funds a Media Justice Initiative, as well as making small Special Opportunity Grants of up to $500 throughout the year for unanticipated opportunities that may arise, for which organizations did not budget.   

Over the past 20 years, TRCF has distributed over $900,000 to more than 250 progressive groups in the region.  With a focus of making grants to smaller organizations doing innovative work to address divisions in society, TRCF actively seeks out those working on the ground floor of change.

Purpose of the Internship
In the nonprofit sector in the United States, communications, public relations, and marketing are becoming increasingly vital in ensuring the strength, stability, and competitiveness of service organizations.  This is particularly true in today’s environment of changing mass media, increasing reliance on electronic information, generalized website and search engine use, and the burgeoning usage of social media.

The Communications, Public Relations, and Marketing Internship is intended to:  Increase the visibility and reputation of the Three Rivers Community Foundation as an organization devoted to addressing issues of social justice in order to: 1.) use communications to augment our grantmaking and advocate more effectively for the social change we seek to effect, 2.) attract more supporters, donors, and grant applicants and 3.) secure foundation and private business support for TRCF grantmaking and programs.
The Intern will gain experience in branding, marketing, public relations and public speaking.  

Responsibilities, General
The Communications, Public Relations, and Marketing Intern will: assist TRCF staff in developing written materials, website postings and articles, e-newsletter, letters of inquiry and funding proposals to foundations, and other documents; updating TRCF web site; maintain and update publicity resources and database; design, order and organize press and event materials; gather program information and metrics; research publicity and sponsorship opportunities; assist at special events; compose press releases, public service announcements, and/or news articles and submit them to appropriate media; develop promotional materials (brochures, letters, etc.); work with staff to design and print newsletter; prepare materials and notes for interviews with media; help to design advertisements; and perform other activities as appropriate.

Key Responsibilities, Specific

The Intern will:

1. As expeditiously as possibly, develop a full understanding of the mission, grantmaking, and operations of the Three Rivers Community Foundation (TRCF)

2. Collaborate with the Executive Director to develop a marketing and public relations plan to promote the upcoming Social Change Summits and 20th Anniversary Celebration and Champions of Change Awards. 

3. Attend Summit planning meetings of the Building Social Change Committee and the Planning Committee for the 20th Century event to secure suggestions for promotion of these events and to provide input to the committees as needed.

4. Work with the Website Development Task Force to create web pages that effectively promote and publicize TRCF’s services, activities, events, and fundraising.

5. If possible, attend the 20th Anniversary event.

6. Write press releases and public service announcements to promote TRCF’s activities and events.

7. Contact media representatives to seek placement of these promotional materials and coverage of the most important events.

8. Write one article for the website and the newsletter on: each of the Social Change Summits that take place during his/her tenure as intern; the 20th Anniversary Celebration and Champions of Change Awards.

9. Collaborate with other interns and volunteers, and the Volunteer Program Coordinator Intern as appropriate and desirable for success in her/her work.

10. As appropriate, develop his/her own project ideas to further the mission,  


 reputation, and accomplishments of the Foundation.  

Targeted Markets Include
· Media (radio, television, print, and web-based)
· Potential attendees at TRCF special events
· Prospective volunteers and donors 
· The general public
· Diverse populations in terms of age, gender, gender preference, and international & multicultural constituencies (African American, Asian, Hispanic, Latino, Native American, Indian, etc.). 
· Faith-based (organizations & churches) 
· Regional Public Schools 
· Colleges/Universities, including international students
Qualifications

The Communications and Public Relations Intern should share the TRCF commitment to social justice and social change.  This position requires functional research skills; excellent written and oral communication skills; a cordial and serious telephone manner; a professional and enthusiastic attitude; a high level of organization; good interpersonal skills; advanced writing skills; computer skills in word processing, and database information entry, retrieval, and mail merge.  Some coursework or work experience, or combination thereof, in public relations or marketing is desirable. Graphic design/layout skills are desirable, but not mandatory.  Some familiarity with the following computer applications would be helpful:  Word and Excel, blogs and social media, and internet research/search engines.  The Intern should be able to devote a sufficient number of hours weekly to the position.
Estimated Time Commitment

8-10 hours per week

Schedule

To be set at the discretion of the Volunteer Development and Management Intern.   
Reporting

The Executive Director will provide oversight and resources to the Communications and Public Relations Intern.
Interface
The Communications and Public Relations Intern will collaborate with the TRCF Communications, Public Relations, and Marketing Committee; Building Social Change Committee; Website Development Task Force; and 20th Anniversary Event Planning Committee.
Applications

To inquire about or apply for this internship, please e-mail Dr. Nick Palazzetti at npalazzetti@trcf.net. 
