LIVINGSTON-WYOMING Arc
INTERN JOB DESCRIPTION

TITLE: Public Relations Intern



REPORTS TO: Public Relations Director
PROGRAM: Administration - Public Relations

LOCATION: Mt. Morris
******************************************************************************************

PRIMARY FUNCTIONS: Provide assistance with creating and/or updating Public Relations materials used in a variety of forums to department standards.  Operate equipment associated with job responsibilities. Assist Public Relations personnel with community relations as needed to ensure and promote ongoing positive relationships.  Have a good understanding of customer service. (MAXIMUM NUMEBER: TBD.)
ESSENTIAL RESPONSIBILITIES:
· Perform database maintenance as needed
· Update and/or create Power Point presentations as asked
· Assist the department with maintaining a file system that allows for information to be organized and readily accessible
· Communicate effectively both verbally and in written form with customers and staff

· Maintain good professional community relations & provide excellent customer service

· Attend appropriate staff meetings and trainings
· Participates in corporate compliance and quality assurance activities as required

· Other related duties as assigned

POSITION PREREQUISTIES: 
· Needs to be competent in Microsoft Office, Adobe, Publisher or equivalent 

· Able to work well in a team environment
· Able to handle multiple priorities simultaneously
· Safely lift up to 20 pounds
· Valid NYS drivers license with a safe driving record per agency policy
INTERN
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