Duties Description

	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Duties of

Intern in Marketing and Communications department



	Job Title
	Internship Programme in Marketing and Communications Department

	Location of post
	Kyiv, Ukraine
	
	

	The purpose of our Internship Programme is to offer to successful candidates an opportunity to improve his/her skills and enhance educational experience through practical work assignments while gaining experience of working in an international environment.
Duties and responsibilities may include:

Marketing and Communications activities 
· Job Shadowing / Social Media and Marketing Officer.
· Getting familiarized with the British Council Business Units: Arts, English, Education, Society.
· Working with incoming inquiries (emails/calls) – analysis of all enquiries about possible cooperation (suppliers, printing agencies, advertising agencies, Digital agencies, etc.)
· Participating in the meetings of the Marketing and Communications team 

· Drafting Social Media and Communications reports

· Ordering promotional materials 

· Drafting Market researches

· Helping with translation of texts into English and vice versa or coordinating the work with professional translators
· Drafting agreements with suppliers

· Vendor forms filling in and sending to vendor creators

· Other Administrative work
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