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Erasmus Student Work Placement
	EMPLOYER  INFORMATION

	Name of organisation

	Havering College of Further and Higher Education

	Address inc post code
	Ardleigh Green Road, Hornchurch, Essex RM11 2LL

	Telephone
	+44 (0) 1708 455 011

	Fax
	

	E-mail

	

	Website
	www.havering-college.ac.uk

	Number of employees
	600+

	Short description of the company
	Havering College FHE is a highly regarded and successful educational institution. 

	CONTACT DETAILS

	Contact person for this placement
	Andrew Bourne 

	Department and designation / job title
	Faculty of Enterprise
Marketing Manager

	Direct telephone number
	+44(0) 1708 455 011 ext.2122

	E-mail address
	abourne@havering-college.ac.uk

	Application Procedure

	Who to apply to (including. contact details)
	Andrew Bourne

	Deadline for applications 
	07.12.2012

	Application process
	Please send CV and cover letter in English. Please ensure that you satisfy the competences, skills and requirements before you apply. 

	Other 
	


Please provide as much information on the placement as possible – too much information is better than not enough!
	PLACEMENT INFORMATION 

	Department / Function
	You will work as part of the Marketing and Publicity team in the college.

	Description of activities
	· Assist with Social media monitoring on websites such as Twitter and Facebook

· Upload content to college website and associated media

· Uploading videos to YouTube 
· Post PR stories onto approved sites

· Upload programme content for college wide plasma screens

· Assist in market research projects
· Assist with proof reading 
· Admin for photographic/media library

· Assist the marketing team with  promotional activities across the college
· Assist with Marketing office administration as required 
· Conduct a research project


	Location 
	 London, Hornchurch

	Start Date
	Jan/Feb 2013

	Duration 
	3 to 6 months

	Working hours per week
	36 h/w 
Monday to Friday

Flexibility is essential within this post as hours may include early mornings, late evenings and weekends including public holidays.

	Accommodation (please select)
	 Student to make own arrangements

	Details of financial and “in kind” support to be provided
	unpaid internship - voluntary position

	Other
	


	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	· Excellen English language skills

· Student who is currently studying towards a Marketing degree (or related) and having completed their 1st year

· Excellent organisation skills

· Good communication skills
· Knowledge and interest  in online technology and marketing

· Confident and well presented
· Investigative, co-operative and enthusiastic
· Effective team player with a flexible approach

	Computer skills and level of skills required
	Good working knowledge with MS Office package: Word, Excel and 

Power Point

	Drivers license
	No

	Other
	Please see the Job Description for further details


	INFORMATION PROVIDED BY

	Name
	Nadia Bonnichi

	Department / Function
	International Business Development Office/EU & International Project
Officer

	E-mail address
	nbonnichi@havering-college.ac.uk

	Phone number(s)
	+44 (01708 455 011

	Date
	22th Oct 2012


Please return this form by email to erasmus@britishcouncil.org
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