Employee Communications Intern - Description
Prepared Date:  3/10/08
Job Title:   Employee Communications Intern








Department Name:  TCS Communications
Dept number:  2165 
 
Location:  La Crosse, WI
Budgeted for relocation: No
Budgeted for placement agency: No




Reports To: Melinda Paulson 








Salary Planning Manager:  Art Scheskie
SUMMARY 

The Employee Communications Intern will assist in the production of two print internal newsletters –  one weekly, one quarterly – and will provide communications support to a variety of events at Trane La Crosse as available. This is a paid internship with a semi-flexible schedule.
ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Write and edit articles

· Design layout of publications

· Manage roster for internal publications

· Conduct interviews and take photos for articles
· Attend meetings and events to produce articles
· Communicate events internally through articles, posters and other media

· Assist in communication plan development for events and issues

MINIMUM QUALIFICATIONS  

· Pursuing bachelors degree in communications, public relations, journalism or related field
· Completed three years (junior level) of college
· Some travel required, within Trane La Crosse locations
· Available June through April
KNOWLEDGE, SKILLS & ABILITIES REQUIRED

Applicants must have experience with news writing and layout and design. Knowledge of AP Style is required. Experience with Adobe InDesign and the Microsoft Office suite is preferred, but not required. Prior event communication experience is also preferred, but not required.

PHYSICAL DEMANDS 

While performing the duties of this job, the employee is regularly required to use hands to operate computer keyboard and telephone. The employee frequently is required to walk and sit. The employee is occasionally required to stand. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, and ability to adjust focus. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.

WORK ENVIRONMENT 

This position works in a typical office environment. The noise level in the work environment is usually moderate. Occasional travel to manufacturing locations within La Crosse is required, at which noise levels may be high. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.
