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Public Relations Intern

The Chicago Architecture Foundation

The Chicago Architecture Foundation (CAF) is a nonprofit organization dedicated to advancing public interest and education in architecture and design. CAF presents a comprehensive program of tours, exhibitions, lectures, special events, and adult and youth education activities, all designed to enhance the public’s awareness and appreciation of Chicago’s outstanding architectural legacy.
Title: Public Relations Intern:  an unpaid, part time position.
Description   Assist with tasks including:
· Provide information to members of the media. 
· Create and update media kit CDs and prepare media kits (including tickets) for media people going on tours
· Accompany media people who need assistance with equipment on tours (particularly boat cruise)

· Compose and edit press releases and PSAs

· Create specified media lists for press releases
· Update master media list
· Research and write 3-month press release
· Copy, organize and color code media clips for clip books

· Search, update, and correct CAF listings on tourism/events websites 
· Help with special projects/events for exhibitions

Qualifications:

· superior researching, writing and verbal communication skills 
· a self-starter who can take primary responsibility for a project

· knowledge of MS Office–Word, Excel, PowerPoint

· organized, efficient, and responsible

· ability to multi-task and prioritize responsibilities

· able to work independently as well as part of a team

· ethical integrity and professionalism

· have a desire to work at a cultural, not-for-profit organization

Journalism, Communications, Public Relations, or related majors 
Location: Chicago Architecture Foundation, 224 South Michigan Avenue, Chicago

Hours: Flexible, part time hours
To apply: Email résumé and cover letter to sross@architecture.org
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