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Public Affairs and Communications Intern 

GENERAL SUMMARY:

This position is an educational experience, based on approximately a 10-20 hour work week; this position will be hands on in assisting with a variety of needs and projects associated with our diverse clientele. Interns will serve as part-time staff members aiding account representatives and senior management in media relations, public affairs outreach and client relations as well as events and special projects. 

ESSENTIAL DUTIES:
Responsibilities vary, but may include: researching media inquiries; providing writing support for public affairs projects and media relations, attending promotions and events; assisting with the compilation of the daily media clips, news searches; serving in a support role in public affairs outreach; and providing assistance to staff on specific events. In addition, this position will contribute directly to client relations on an as-needed and as-qualified basis.

1) Media Relations 
  
a) Use My Media Info software, a media database/research software 
b) Serve in a back-up role for media relations
2) Deliverables Fulfillment for Public Affairs 

a) Make calls to local officials and secure support for public affairs issues
3) Client Relations

a) Assist in client relations and attend meetings as needed
4) Writing Support for Public Affairs
a) Write original content and/or revisions for client talking points, press releases, backgrounders, member of congress letters and issues backgrounders. 
b) Provide writing assistance for other projects 

5) Daily Media Clips 
a) Assist in research for and compilation of daily media clips
b) Use Sage software, a media tracking software
b) Serve as substitute for archiving daily media clips 
6) Special Events and Projects

a) Provide assistance with events and special projects as needed.
INTERPERSONAL SKILLS:
Ability to work independently, quickly and under pressure (essential) 
Excellent written and verbal communication skills (essential)
RELATED TRAVEL:  
Travel may be required and will vary in length. Reimbursement will be provided for any incurred travel expenses. 
DESIRED MINIMUM QUALIFICATIONS:
Education and Experience  

· Pursuing Bachelor's degree (required) 
· Sophomore or Junior standing (preferred)
· Writing experience.

Knowledge, Skills and Ability 

· Ability to balance multiple responsibilities (essential)     

· Excellent written communication skills (essential)     

· Excellent verbal communication skills (essential)

· Knowledge of public affairs and political issues and an interest in public policy        and legislation (essential)      

· Multi-task oriented with strong organizational skills     

· Creative thinker        

· Self-starter      

· Good computer skills

COMPENSATION:


This position includes paid parking and a paid hourly rate. 
TO APPLY: 


Please submit writing samples, GPA, cover letter and resume to: 

Katie Adkisson

Kadkisson@perituspr.com

201 4th Avenue N, Suite 1000

Nashville, TN 37219

615-622-5542
















