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Role Profile – Part 1

	Job Title:
	Customer Service and Marketing Intern (Enterprise and Innovation)


	Reference Number:
	UNI4/AM/448


	Salary:


	£18,000 per annum (pro rata)

	Length of Contract:


	12 Month Fixed Term Contract 

	Working Hours:


	18.5 hours per week  (0.5FTE)

	Company: 

	Enterprise & Innovation, University of Sunderland



	Location:


	Hope Street Xchange, Sunderland 

	Main Purpose of Role:
Main Duties:

	The successful candidate will be responsible for providing engaging social media marketing across the Hope Street Xchange, St Peter’s Gate and Venue Sunderland platforms.
The successful candidate may also be asked to undertake adhoc reception cover at Hope Street Xchange.
The intern will be responsible for providing a range of marketing related activities. This is a varied role and will include:

· Marketing, including material design, copywriting, social media content
· Market research 
· Liaison with external and internal stakeholders

· Event planning and co-ordination

· Adhoc reception/administrative support



	Special Circumstances:
	Please note that all applicants must be able to show that they already have the legal right to work in the UK on an on-going basis. Flexibility in the role that may include some evening working and occasionally some weekends to cover exhibitions / Network events will be required.


	Part 2A

Qualifications and Professional Memberships:

Experience:

Key Knowledge and Expertise:
	Essential:
· A good standard of basic education including English, Mathematics and ICT to GCSE Grade C or equivalent 
Key Knowledge and Expertise:
· Marketing knowledge and experience

· Comprehensive research skills

· Excellent project management skills

· Good organisational skills 
· Strong IT & social media skills (Microsoft Office)
· Skilled at interpreting a brief

· Creative, with the ability to conceive and develop ideas

· Accurate, with a focused attention to detail

· Driven, with a determined work ethic

· Approachable, enthusiastic with a composed confidence

· Excellent communication including observational, written and verbal skills

· Can work as part of a team

· Can use initiative and problem-solving skills, liaising with stakeholders as appropriate

· Self-motivated and can be trusted to manage their own workload and time

· Flexible and adaptable in line with the needs of the Business
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