[image: image1.jpg]




Terms of Reference
Job Title:
Media Intern
Location:
Central London
Department:
Advocacy and Communications Department

Responsible to:
Media Relations Manager
Internship:               One year contract and full time (35 hours per week)
Salary:                     £13,365.00 per annum 

HelpAge International - Background

Our vision is a world in which all older people fulfil their potential to lead dignified, active, healthy and secure lives.
Our mission is to work with our partners to ensure people everywhere understand how much older people contribute to society and that they must enjoy their right to healthcare, social services and economic and physical security.

The International Advocacy and Communications Department

The team, with members in London Secretariat and each regional office, delivers HelpAge International’s vision and mission by:

1. Leading on and co-ordinating global advocacy and campaign initiatives

2. Leading on the development and implementation of HelpAge International brand

3. Promoting and coordinating effective external communication across the organisation and building organisational and partner capacities in communication

4. Leading on internal communication 

The team manages global campaigns and the International Advocacy and Communications Strategy and seeks to give older people a platform to express their concerns directly. 

Internship 

We are seeking a media intern for one year. The main purpose of the internship will be to assist in delivering innovative media coverage across a busy and exciting year for HelpAge International as we grow our media presence on a global stage. 
Duties 
· Assist in the planning and delivery of large scale media/advocacy campaigns focused on older people’s rights, older people in emergencies and the launch of a global index on the wellbeing of older people. 
· Assist with the drafting of proactive press releases, briefings, statements and letters to editors in support of HelpAge International core campaigns. 

· To scope, build and deliver HelpAge International media lists for planned campaigns. 

· Daily monitoring of relevant media and stakeholders; notifying/responding to appropriate opportunities for organisation comment.
· To assist with the monitoring and evaluation of HelpAge International in the media.   

· To assist on the reactive 24hr media response in line with HelpAge International’s humanitarian response to human and natural disasters.  

· Write news copy for the HelpAge website and upload content directly to the website. 

· Write copy for the Global Age Watch report and website. 

· Contribute ideas and copy for blogs. 

· The jobholder may be required to undertake additional tasks in agreement with the Media Manager.
· The jobholder is expected to operate within all HelpAge International policies and procedures.
Learning opportunity 

The internship is an opportunity to build expertise on the media, PR, press and wider communications tasks and roles. We are a small team with a big agenda to deliver. We need someone who is ready to start from day one, enthusiastic to learn and keen to understand how charities and NGOs can use PR to make a real difference. It will be an opportunity to gain skills that could lead to media assistant or officer level positions in the third sector. 

You will gain experience from working in busy international communications team for a global development charity. There will be learning opportunities on the job around monitoring media and traditional and new media engagement including social networking, etc. You will have opportunities to attend in-house courses on communication in ageing and development and to attend meetings on media and development with experts in the field. 

The post holder will work with colleagues from different teams and departments from around the world. You will develop a sound understanding of stakeholder management and get a good insight into the work of the programme and policy and emergency teams. 
Person specification

Essential

· Good research skills. 

· Excellent interpersonal skills.

· Cultural sensitivity required for working with people around the world.

· Ability to write accessibly for different audiences and to edit and proofread material
· Some experience in an office setting, (this can be made up of a single, combined periods of previous work experience or experience in Higher Education).
· Some experience of working in a media/PR environment and/or in a press office.   

· Some understanding of how PR works and how NGO’s work with the media. 

· Sound understanding of the international news agenda.
· Attention to detail and exceptional organisational skills. 

· Able to multitask and meet deadlines.
· Proficiency in Word, Excel and Outlook.
· Ability to prioritise and manage a varied workload under pressure to deadlines. 
· Good telephone manner.      

Desirable:

· An active and demonstrable interest in campaigns and activism. 
· Experience of working on communicating on development issues. 
· Knowledge of photo-library systems, including Flickr. 

· Demonstrable evidence of media coverage he/she has delivered.  
[image: image1.jpg]