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PrepareRI Internship Description

When complete please send to Ryan Vigneau at rvigneau@skillsforri.com or if you have questions call 401-680-5977

	COMPANY NAME
	Click or tap here to enter text.
	INTERN TITLE
	Click or tap here to enter text.
	DEPARTMENT
	Click or tap here to enter text.
	DIRECT SUPERVISOR(S) NAME
	Name of the person(s) who will directly supervise this intern.
	DIRECT SUPERVISOR(S) PHONE
	Phone of the person(s) who will directly supervise this intern.
	DIRECT SUPERVISOR(S) EMAIL
	Email of the person(s) who will directly supervise this intern.
	INTERNSHIP LOCATION(S)
	Address of the location(s) this intern will work.
	WORK SCHEDULE (DAYS)
	☐Mon ☐Tues ☐Weds ☐Thurs ☐Fri ☐Sat ☐Sun

	START/END TIME (HOURS)
	Please specify the hours of the shifts this intern will be working.
	INTERN INTERVIEW
	Please specify if you want to interview potential interns. If so, how many interns would you like to interview for this specific internship position? We encourage companies to interview interns as part of the matching process.
	PRE-HIRE REQUIREMENTS (Onboarding Documents)
	Please list any pre-hire documents you will require for onboarding interns to complete (e.g. background check, drug screen, etc).
	OTHER CONSIDERATIONS
	Please specify any considerations Skills RI should take when matching interns (e.g. work conditions, risk, bi-lingual, academic skills).


	Overview
	Please provide an overview of the role this intern will play in your company.
	Responsibilities
	Please provide a list of intern responsibilities.  
Sample:
The Social Media / Marketing Intern will be required to perform the following duties including, but not limited to,
Support Marketing Director in the planning and execution of marketing initiatives across channels
Hands-on experience in the development of projects with ample opportunities to develop a portfolio of work that will enhance future employment prospects
Assist with social media, blog, and website efforts 
Attend video shoots and act as production assistant 
Community building and engagement 
Content creation, analytics and tracking
Other duties may be assigned as necessary
	Experience
	If applicable, please provide a list of preferred skills or experience requirements.  
Sample:
Working knowledge of social media platforms (i.e. Facebook, twitter) 
Experience with Microsoft Office Suite 
Experience with the Adobe Creative Suite (i.e. Photoshop) highly desired
Excellent verbal, written and interpersonal communication skills 
	Physical Requirements
	If applicable, please provide a list of physical requirements.
	Other Qualifications
	If applicable, please provide a list of other preferred qualifications.
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