MARKETING AND ADMINISTRATIVE ASSISTANT

SPECIFICATION FOR A FULL TIME JOB BRIDGE INTERNSHIP AT WATERFORD ACADEMY OF EDUCATION
Context

Waterford Academy of Education is a registered company established in 2009, whose role is to recruit international students and visitors to Waterford and to co-ordinate the services they require. To date this involves mainly English Language tuition and activities programmes.  WAE is recognised by the Department of Education (ACELS) as an official school for the teaching of English as a Foreign Language. However, there are several projects in the pipeline which extend this remit to hosting business groups from overseas who wish to make business contacts in Ireland, whilst improving their language skills.
Waterford Academy of Education operates from an office in the SE Business Innovation Centre in the IDA Business Park, Cork Road, Waterford. 

Now that we have put in place most of the framework and recognition for our company, we plan to embark on an intense marketing campaign.  We propose a new role via the internship scheme for which the current business has no funding.  However if the intense marketing campaign for which we require the intern is successful, we anticipate the creation of a permanent sustainable position.

Description of the Role of the Intern
1. Marketing Campaign.

· Assisting in an on-line marketing campaign for English programmes in Waterford. Failte Ireland  has provided WAE with a list of around 500 agents in 7 countries who operate with Ireland in this area. The intern will implement a phased e-mail contact and information provision campaign.

· The intern will follow up e-mail enquiries resulting from the campaign. He/she will liaise closely with the Management team on this.

· The intern will co-ordinate responses by e-mail, post or telephone.

· The next phase involves a telephone marketing campaign with agents who have not responded to the e-mails. While agents are mainly in EU countries, there will be some in Asia and the Middle East.
2. Administration

· General record keeping and routine correspondence.

· Assisting with itinerary, accommodation and transportation management for visiting agents and business groups.
· Compiling an asset register for WAE (mainly books and teaching equipment)

· Assisting in the production of reports for ACELS etc.

· Assisting in the production of Agency agreements and contracts.

· Recording and receipting incoming payments.

· Ordering office and teaching materials and supplies and stock control. 

Supervision and Training

· The intern will be based in the WAE Office at SEBIC Waterford. This is a pleasant work environment with a dedicate computer and telephone and communal access to photocopying and a tea/coffee making facility.
· He/she will report on a daily basis to one of the the Directors of WAE.

· He/she will be advised, as one of their clients, by the SEBIC support staff, especially the Marketing Advisor.

· The Directors of WAE will provide induction for the intern. This will include the company HR framework, health and safety and the requirements of the role.

· The directors will provide daily guidance on tasks and priorities for the first 4 weeks.

· After 4 weeks the intern’s  performance will be reviewed and any training needs identified will be implemented.

Qualifications and Experience Required
· Graduate , at least Level 7, in Business Administration with languages or Marketing with languages.

· Fluency in Spanish or Italian and at least one other EU language, Arabic or Chinese.

· Proficiency in Microsoft Office and Internet use.

· Good clear voice and pleasant telephone manner.
· Ability to take the initiative and propose innovative solutions to operational problems.
Applications

By letter and CV to Directors, Waterford Academy of Education, SEBIC, IDA Business Park, WATERFORD 

or by e-mail to info@wae.ie
Closing date:  Friday 9th  December

