
 
 

COMMUNICATIONS AND WEBSITE INTERN 

FEB-APRIL 2013 

 

The role 
 
BIHR is looking for an enthusiastic and creative individual to support us in our 
communications work. The placement offers the opportunity to gain practical 
experience in communications and web development and to learn about the 
opportunities and challenges of working for a charity at the forefront of practical work 
on human rights issues in the UK. 
 
We are looking for someone who is able to commit to 2-3 days a week. The role is 
unpaid; BIHR will refund travel expenses and lunch up to £5 per day (expenses will only 
be reimbursed if receipts are provided). 
 
The role will be suited to someone who is interested in a career in communications and 
who would like to gain some practical experience. The right candidate will be a highly 
organized, focused and creative individual, interested in a career in communications, 
and wanting to gain some hands-on experience 

 
Task Description 
 

1. Administrative support to BIHR’s Deputy Director and staff team including 
maintaining and developing systems, drafting communications, organising 
meetings, minute-taking and related research.  
 

2. To research and write copy for the BIHR website, Blog and e-bulletin 
 

3. Helping to maintain, produce and promote online content, including learning 
how to use our content management system. 

 
4. To support BIHR to develop online marketing and campaigning initiatives, with 

particular reference to social media. 
 

5. To assist with PR and marketing wherever necessary to ensure maximum 
coverage of campaigns and events 

 
6. Assistance with general administrative tasks at BIHR such as opening the post, 

answering the phone, newsletter and event mail-outs and responding to 
email/post enquiries from the general public 



 
 
 
 

Person specification 
 
Essential 

 

 Able to commit to 2 – 3 days a week for at least 3 months 

 Excellent oral and written communication skills – including fluency in English. 

 Verbal skills include a confident telephone manner, and negotiation and 
influencing skills. Written skills include a clear conscience written style with the 
ability to use plain English  

 Experience of maintaining and updating websites 

 Experience of using online news-letter packages 

 Experience of using social media as a communication and marketing platform, 
including  witter, Facebook and Storify 

 Good general IT skills including an intermediate level of knowledge of Microsoft 
Word and the ability to research information on the internet 

 Proactive with ability to work on own initiative  
 Willingness to carry out administrative tasks 
 Ability to work under pressure and to strict deadlines 
 Excellent organisational skills with accuracy and attention to detail 
 Interest in human rights and their value for people in the UK 

 
 
Desirable 
 

 Knowledge of web 2.0 

 A passion for the internet and digital media. 

 Office administration experience 

 Knowledge of human rights  

 Knowledge of marketing or PR 
 
 
 


