[image: ]


Communications & Digital Media Intern (Habs Institute of Professional Learning)
	Contract Type: 
	8 month, fixed term, Internship

	School: 
	Central Trust Team (Professional Learning)

	Location: 
	Hybrid

	Hours per week: 
	21

	Accountable to: 
	Digital and Business Support Manager



Job Purpose
As part of an 8-month placement, the Communications & Digital Media Intern will play a key role in supporting the Trust’s digital communications strategy. You will work closely with the Senior Director of Professional Learning and the Habs Institute of Professional Learning team, gaining hands-on experience in digital media and content creation while contributing to our mission to connect and engage with our diverse audiences effectively. ​

Key Responsibilities of Role 
Social Media Growth & Engagement

· Monitor and post all Professional Learning content on the Trust LinkedIn
· Develop and implement creative strategies to grow the presence of Habs Institute for Professional Learning on social media, increasing engagement across platforms (LinkedIn, Instagram, Facebook, X), exploring opportunities for a presence on other platforms. ​
· Monitor, analyse, and report on social media performance, adjusting strategies as needed.​

Digital Content Creation
· Plan, design, and produce engaging digital content, including graphics, videos, and infographics, tailored to target audiences.​
· Curate content to share key updates, success stories, and insights from the Habs Institute of Professional Learning.
· Maintain and update the Habs Institute for Professional Learning sharepoint site
· ​Assist in curating and designing regular newsletters for staff and stakeholders, with Professional Learning updates and other key information
General
· To work within the Trust framework with regard to Health and Safety  
· To promote equal opportunities in the Trust  
· To promote the ethos of the Trust  
· To promote the Trust’s commitment to the continued professional development of all staff.  
· To be aware of and assume the appropriate level of responsibility for safeguarding and promoting the welfare of children.  
· To report any Safeguarding concerns in accordance with Trust’s Safeguarding Policy 
· To undertake any duties as may reasonably be required by the Executive Principal or Leadership Team


























Person Specification

	 
	Essential Criteria 
	Desirable Criteria 
	Method of Assessment: 
 Application (A) 
Interview (I) 
Assessment (AS) 
References ( R) 

	Education  
&  
Qualifications  
	· Currently studying a BA/MSc in Media, Communications, Marketing and/or PR or equivalent course
· An Enhanced DBS (we will apply for this for you) 
	
	A, I, AS, R 
 


A, I, AS, R   
 

	Knowledge 
 & 
Experience 
	· Experience of developing social media channels
· Experience of using Adobe Cloud, Canva, Hootsuite social media management platforms
· Excellent written and verbal communication skills
· Portfolio demonstrating capability across general digital communications
	· An interest in working within a Multi-Academy Trust setting 

	A, I, AS, R   
 
A, I, AS, R 
 

A, I, AS, R

A, I, AS, R 
 
 
 

	Personal Qualities 
	· Clear commitment and understanding of the Trust ethos, vision and values and an ability to uphold them 
· Belief in equality and opportunity for all, ensuring that all staff feel included and listened to 
· Ability to establish and articulate a clear vision in an engaging way 
· Determination and resilience 
· High level of interpersonal and communication skills and the ability to build relationships and influence at all levels – engaging with a range of stakeholders successfully 
· Commitment to collaborative working 
· High expectations of achievement, conduct and behaviour and a willingness to address situations where these fall short 
· Commitment to safeguarding and promoting the welfare of children and young people 
	 
	A, I, AS, R 
 
 
 
A, I, AS, R 
 
 
 
A, I, AS, R 
 

A, I, AS, R 
A, I, AS, R 
 
 
 
 
 
A, I, AS, R 
 
A, I, AS, R 
 
 
 
 
A, I, AS, R 
 



Staff Development 
Our staff are important to us. We know that without great staff, our children will not be as successful. Therefore, Professional Learning is key to our success. As an employee within the Trust, you will be supported by the Senior Directors of People and Professional Learning, alongside your line manager to realise your full potential.

'Our People Strategy is key to our success and integral to this is our commitment to equity, equality, diversity, and inclusion. Bringing this to life is the responsibility of every member of staff. We take seriously any behaviour which undermines it. Anyone applying to work with us, should share this commitment.'
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