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Communications/Public Relations Intern

Summary of Position
Perform tasks in support of Marketing, Communications, and Member/Customer Services functions of the Cooperative and NW Ohio Propane. This position will report to the Director of Marketing and Communications and will assist in ensuring that all communications, public relations, and marketing objectives are met by the required deadlines. Performs a variety of functions, including writing, editing, graphic design, public/community relations, advertising development, event planning, website and social media administration, and more. This position will interact with and work across all departments and employees, as well as with the general public.

Qualifications
Education and Experience:
· Minimum 1 year college degree in communications, public relations, or related field preferred.  Experience in a related field may be substituted.
· Proficiency with Adobe Creative Cloud applications (InDesign, Photoshop, Illustrator), Microsoft Office Suite (Word, Excel, PowerPoint), as well as online services such as Canva, is preferred.
Skills and Abilities:
· Must be able to operate computers and various software programs proficiently.
· Must be able and have the initiative to work without close supervision.
· Must be able to communicate fluently and effectively using written and verbal communication, and also when speaking before the public.
· Must be able to determine priorities and handle the pressure of meeting multiple deadlines.
· Ability to multitask to perform the various requirements of the position.
· Must have excellent organizational skills.
· Must possess a good working knowledge of basic electricity.
· Strong creative abilities are very important.
Additional Expectations:
· Maintain confidentiality regarding NWEC and NWOP proprietary information and other department information. Overtime may be required to complete the duties as directed.
Job Responsibilities
Within the limits of established policies, procedures, and budgets, assumes responsibility and has commensurate authority as delegated by the Director of Marketing and Communications for the following functions:
· Performs tasks in support of the Marketing, Communications, and Member/Customer Services functions of the Cooperative and NW Ohio Propane on an as-needed basis.
· Assists as a resource to the Director of Marketing and Communications regarding general office procedures and processes.
· Plans, organizes, and schedules support services for the Marketing, Communications, and Member/Customer Services functions, assuring the work is completed in a timely manner.
· Maintains an accurate record system to assure and measure Marketing Program effectiveness, and provides reports identifying program goals and achievements.
· Prepares and disseminates news articles and advertisements in printed and verbal communications, develops pamphlets, brochures, flyers, and other material for member, customer, and public-facing communication.
· Performs routine office tasks, typing, and proofreading in accordance with established policies and procedures.
· Provides communication to the members and customers by means of the websites, social media, and printed publications (the monthly Ohio Cooperative Living magazine).
· Provides support services in resolving customer complaints and inquiries.
· Helps coordinate the involvement in community events and projects, which strengthens the commitment to the community for the Cooperative and NW Ohio Propane.
· Assists with various Marketing, Communications, and Member/Customer Service functions, including but not limited to:
	Load Management Communications
	Scholarships
	Website and Facebook

	Member Handbook
	Promotional Items
	Youth Programs

	Cardinal Power Plant Tour
	Ohio Cooperative Living 
	Advertising

	Member Research
	Annual Membership Meeting
	Other Member Meetings



· Subject to random drug and alcohol testing consistent with North Western Electric policies.
· Performs such other duties as directed by the Director of Marketing and Communications.
Job Reporting
· Reports to the Director of Marketing and Communications

Physical Demands Required to Perform Duties and Working Conditions
Definition of frequency examples:
•	Frequently – Every day to once a week occurrence.
•	Occasionally – Less than once a week or seasonal occurrence.
•	Not Applicable – Not likely to happen.

	[bookmark: _Hlk219366687]PHYSICAL DEMANDS
	FREQUENCY EXAMPLES

	Standing
	Frequently

	Walking
	Frequently

	Sitting
	Frequently 

	Lifting, Carrying
	Occasionally 

	Twisting, Pushing, Pulling
	Occasionally 

	Climbing, Balancing
	Not Applicable

	Kneeling, Crawling
	Occasionally

	Talking
	Frequently 

	Hearing
	Frequently 

	Communication
	Frequently 

	Visual Ability
	Frequently 

	Bending
	Frequently 

	Gripping, Grasping
	Not Applicable

	Other Physical Demands
	Frequently 

	[bookmark: _Hlk219366741]WORKING CONDITIONS
	FREQUENCY EXAMPLES

	Exposure to Outdoor Conditions
	Occasionally

	Low Visibility
	Not Applicable

	Extreme Noise
	Not Applicable

	Moving Parts
	Not Applicable

	Electric Shock
	Not Applicable

	High, Exposed Places
	Not Applicable

	Radiant Energy
	Not Applicable

	Exposure to Chemicals
	Not Applicable

	Vehicular Traffic
	Occasionally 

	CRT Screens
	Not Applicable

	Slippery Conditions
	Occasionally 
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