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Initiative (SSTPI) Job Description 

 

 

 

 

 

 

 

 

Name of Organization: Position Title: 

Kane Communications Group PR and Social Media Intern 
 

Hourly Wage: $17 Average Hours Per Week: 12-15 
 

Desired Work Schedule: 

(list ideal work days and times of the week for this position) 
 

Kane's regular office hours are 8:30-5:30 and currently has a hybrid work schedule. Team members work remotely on Mondays and 

Fridays and are in the office Tuesday - Thursday. We are able to remain flexible with interns' schedules, working within the timeframe 

outlined above. 

 

Address: 250 E. Wisconsin, Suite 1200, Milwaukee, WI 53202 

 

 

 

Supervisor Name: Catherine McCoy Supervisor Phone Number: 414-635-7019 
 

Supervisor Email: catherine@kanecommgroup.com 
 

Essential Duties and Responsibilities: 
 

Develop content for newsletters, websites and social media; Conduct interviews to gain client insights and gather story ideas; Write 

articles, case studies, key messages and more; Conduct media research on reporters, topics and trends; Draft media materials including 

media advisories, press releases and media kits; Create graphics and flyers for newsletter, websites and social media; Identify story 

angles and create interview preparation materials; Research and write award nominations; Prepare and submit media coverage reports; 

Prepare social media analysis reports; Update and maintain content calendars; Create and update media databases; Develop knowledge 

of Meltwater (a tool for media relations) to build media lists, track relationships and coverage; Assist with planning and 

implementation of special events; Other duties as assigned. 

 

 

 

Required Qualifications: 
 

Knowledge, Skills, and Abilities (check all that apply) 

Verbal Communication 

Microsoft Office Skills (Word, PowerPoint) 

Adobe (Photoshop, Illustrator, InDesign) 

Detail Orientation 

Initiative 

Written Communication 

Ability to Work Independently 

Ability to Work in a Team 

 

 

Presentation and Public Speaking Skills 

Problem Solving 

Flexibility/Adaptability/Creativity 

Organizational Skills 

Customer Service Skills 

Multi-tasking 
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Provide other required qualifications or information on this position: 
 

Applicants must be a college junior or senior; Applicants who have completed communications coursework are 

preferred; Applicants should be a master of AP Style and be able to apply it within PR tactics; Applicants must have 

their own laptop, access to strong internet connection and transportation. 

 

 

 

Skills/Experiences Gained from this Position: 

 
Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that 

apply below. 

 

Critical Critical and Creative Thinking Skills 

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one 

situation to new situations to solve difficult problems or explore complex issues in original ways. 
 

Effective Communication Skills 

Student employee will be able to meaningfully articulate how experiences outside of the formal 

classroom deepens their understanding of fields of study and broadens their points of view. 

Intercultural Knowledge and Competence 

Student employee will be able to articulate insights into their own cultural rules and biases. 

 

Individual, Social, and Environmental Responsibility 

Student employee will be able to provide evidence in civic-engagement activities and describe what they 

have learned about themselves as it relates to a reinforced and clarified sense of civic identity and 

continued commitment to public action. 

 
Please describe other skills/learning outcomes students will develop in this position: 

 

As a Kane public relations and social media intern, you will have the opportunity to get hands-on experience with a 

variety of projects. You will learn how to ask questions to define successful outcomes for communications projects, 

measure results, develop media lists and manage deadlines. You must have excellent communication skills, 

demonstrate creativity, be detail-oriented, be comfortable working on deadlines and operate and dress professionally. 

You also must be comfortable asking questions, being proactive and learning by doing. 
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