
PR Intern Job Description

about UPO

UPO plans, coordinates, and implements over 30 human services programs 

for low-income residents in the nation’s capital. Our portfolio includes early 

childhood education; child care; youth programs; educational/skills training; job 

placement; housing counseling services; homeless services; health and wellness 

programs; substance abuse treatment; and volunteer programs. All are designed to 

inspire, educate and move individuals and families upward.

about the candidate 

UPO is seeking a motivated, energetic and highly organized individual to act as a part-time public 

relations intern. Marketing and communications majors in their junior and senior years of college with 

past internship experience are preferred. Excellent communication skills and a strong interest in public 

relations, social media and technology are essential to succeed in this position.

The United Planning 

Organization (UPO) is the 

designated Community Action 

Agency for Washington, DC, and has 

served the residents of the District 

since 1962. 

How to apply
To apply for a summer internship at UPO

Communications, please send a cover letter and 

resume to asikes@upo.org by January 29, 2018.



Public Relations

•	 Building and maintaining media lists

•	 Drafting and editing copy for press releases, newsletters and 

media materials

•	 Securing print and online coverage for clients through targeted 

media outreach

•	 Writing media backgrounder documents for clients prior to 

briefings

•	 Reviewing incoming HAROs and Google Alerts

•	 Tracking all press coverage, clipping press hits and creating 

monthly press hit reports

 

Social Media

•	 Drafting and posting Facebook posts and tweets on behalf of UPO 

and its clients

•	 Writing and editing blog posts and website articles

•	 Developing online contests and promoting them via social media

Marketing

•	 Maintaining events/awards/speaking engagement calendars for 

clients

•	 Researching industry trends and staying up-to-date on current 

events

•	 Drafting web copy, brochures and other marketing materials

•	 Contributing toward strategic positioning and messaging 

documents

Miscellaneous

•	 Attending meetings and taking notes

•	 Answering incoming calls

•	 Additional tasks as needed

about the job

PR interns support the communications division with their day-to-day responsibilities managing 

clients and executing campaigns. Intern responsibilities include, but are not limited to:

Required skills

•	 Excellent writer

•	 Social media savvy

•	 Extremely organized

•	 Professional demeanor

•	 Eagerness to learn

•	 Proficient multitasker

•	 Resourcefulness

•	 Drive to succeed

•	 Attention to detail

Important information

Job type: Part-time, on-site

Job length: 14 weeks

Reports to: Director of Communications

Academic Credit: Upon request

Compensation: No

How to apply

To apply for a summer internship at UPO

Communications, please send a cover letter and 

resume to asikes@upo.org by January 29, 2018.

“IT WAS AN INCREDIBLE OPPORTUNITY, 

AND I LEARNED A GREAT DEAL!”

- EMMA JACKSON, FORMER UPO PR INTERN (2015)


