
📌 Marketing and Communications Intern Guidelines 

Welcome to the Marketing and Communications Team! As an intern, you will assist in promoting 
our brand, engaging with our audience, and developing strategic communication materials. This 
internship will provide hands-on experience in marketing, public relations, and digital media. 
Below are key guidelines to help you succeed in this role. 

📆 Internship Duration: Undetermined​
📍 Location: Remote​
📋 Reports To: Marketing & Communications Manager 

 

🎯 Internship Objective: 
The Marketing and Communications Intern will assist in creating and implementing marketing 
strategies to enhance brand awareness, engage audiences, and promote organizational 
initiatives. The intern will develop content, manage social media, assist with public relations, and 
contribute to outreach campaigns. 

 

📑 Responsibilities & Tasks 

🔹 Content Creation & Brand Messaging 

Assist in developing marketing materials (flyers, brochures, newsletters, presentations).​
Write blog posts, articles, and press releases to promote the organization's mission and 
events.​
Ensure all content aligns with the organization’s branding and messaging. 

 

🔹 Social Media Management 

✅ Assist in managing social media accounts (Facebook, Instagram, LinkedIn, Twitter, 
TikTok). Please look at what we are already doing on our pages.​
✅ Develop a content calendar to schedule posts, ensuring consistent engagement.​
✅ Monitor trends and create engaging reels, videos, and graphics.​
✅ Track and analyze social media insights to improve engagement strategies. 

 

https://docs.google.com/document/d/1ZXv_fVwM86mOFQHNKVXGKk7W7QyKfEf2hbLSXo7BxQw/edit?usp=sharing
https://drive.google.com/drive/folders/1wiD7MiX6b9kGTJWJj7VGqib9leHuqpjF?usp=drive_link


 

🔹 Email & Digital Marketing 

✅ Assist in creating email campaigns using platforms like Mailchimp or Constant Contact.​
✅ Write and edit newsletters to update stakeholders on organizational activities.​
✅ Track email performance metrics (open rates, click-through rates). 

 

🔹 Public Relations & Media Outreach 

✅ Draft and distribute press releases for media coverage.​
✅ Identify opportunities for media partnerships and influencer collaborations.​
✅ Assist in coordinating media interviews and promotional events. 

 

🔹 Event Marketing Support 

✅ Support the promotion of fundraising events, community programs, and campaigns.​
✅ Assist in developing event invitations, banners, and promotional materials.​
✅ Help coordinate photography, videography, and live event coverage. 

 

🔹 Market Research & Strategy 

✅ Conduct research on target audiences, industry trends, and competitor marketing 
strategies.​
✅ Analyze data from marketing campaigns to determine effectiveness and ROI.​
✅ Make recommendations on improving engagement and outreach efforts. 

 

📌 Guidelines for Success 

🔹 Professionalism & Conduct 

✔ Maintain a positive and professional online and in-person presence.​
✔ Represent the organization’s mission and values in all marketing efforts.​
✔ Adhere to confidentiality policies when handling internal communications. 

 



 

 

🔹 Communication & Collaboration 

✔ Maintain open communication with the marketing team and leadership.​
✔ Respond to messages promptly and professionally.​
✔ Work collaboratively with other departments to ensure cohesive branding. 

 

🔹 Organization & Time Management 

✔ Stick to marketing deadlines and content posting schedules.​
✔ Maintain well-organized files for graphics, reports, and campaign materials.​
✔ Prioritize tasks effectively and seek guidance when needed. 

 

🔹 Creativity & Initiative 

✔ Propose new ideas for marketing campaigns and social media strategies.​
✔ Stay updated on industry trends and digital marketing best practices.​
✔ Take initiative in learning new skills, software, and creative tools. 

 

🔹 Compliance & Ethical Marketing 

✔ Ensure all marketing materials comply with legal and ethical standards.​
✔ Follow copyright and intellectual property laws when using content.​
✔ Avoid misleading or exaggerated statements in promotional materials. 

 

📊 Performance Metrics for Success 
✅ Growth in social media followers, engagement, and reach.​
✅ Successful creation of marketing materials and content.​
✅ Contribution to at least one major campaign or event.​
✅ Positive feedback from supervisors and team members.​
✅ Completion of a final project or marketing portfolio. 

 



 

🔹 Skills & Tools Required 
🛠 Content Creation: Writing, storytelling, and visual design.​
🛠 Social Media Management: Facebook, Instagram, LinkedIn, Twitter, TikTok.​
🛠 Graphic Design: Canva, Adobe Photoshop, or Illustrator (preferred).​
🛠 Email Marketing: Mailchimp, Constant Contact, or similar tools.​
🛠 Analytics & SEO: Google Analytics, Meta Insights, and keyword research. 

 

🎯 Learning Outcomes 
By the end of the internship, you will have gained experience in:​
✔ Strategic marketing planning and execution.​
✔ Social media and digital marketing management.​
✔ Content creation, storytelling, and brand messaging.​
✔ Public relations, media outreach, and campaign development.​
✔ Marketing analytics and audience engagement strategies. 

 

📅 Weekly Check-ins & Final Review 

📌 Interns will participate in weekly progress meetings to discuss tasks, challenges, and 
achievements. A final review meeting will evaluate overall performance and provide professional 
development recommendations. 

 

This Marketing & Communications Internship offers hands-on experience in branding, 
digital marketing, content creation, and audience engagement, helping interns build 
valuable skills for careers in marketing, PR, and media. 🚀 

 

 


	📌 Marketing and Communications Intern Guidelines 
	🎯 Internship Objective: 
	📑 Responsibilities & Tasks 
	🔹 Content Creation & Brand Messaging 
	 
	🔹 Social Media Management 
	 
	🔹 Email & Digital Marketing 
	 
	🔹 Public Relations & Media Outreach 
	 
	🔹 Event Marketing Support 
	 
	🔹 Market Research & Strategy 

	📌 Guidelines for Success 
	🔹 Professionalism & Conduct 
	 
	🔹 Communication & Collaboration 
	🔹 Organization & Time Management 
	 
	🔹 Creativity & Initiative 
	 
	🔹 Compliance & Ethical Marketing 

	📊 Performance Metrics for Success 
	 
	🔹 Skills & Tools Required 
	🎯 Learning Outcomes 
	📅 Weekly Check-ins & Final Review 


