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Erasmus Student Work Placement in the UK
	EMPLOYER  INFORMATION

	Name of organisation

	DIVA (Diversity in Visual Arts)

	Address inc post code
	Unit 221 Stratford Workshops, Stratford, E15 2SP

	Telephone
	0843 289 9204 / 0754 1374 563

	Fax
	N/A

	E-mail

	Kristie@divafilms.co.uk

	Website
	www.diversityinvisualarts.com

	Number of employees
	4

	Short description of the company
	Training Provider for Creative Companies

	CONTACT DETAILS

	Contact person for this placement
	Kristie Warrior 

	Department and designation / job title
	Marketing Assistant

	Direct telephone number
	0843 289 9204

	E-mail address
	Kristie@divafilms.co.uk

	Application Procedure

	Who to apply to (including. contact details)
	Complete application (available on website) and send to Kristie

	Deadline for applications 
	10/10/2013

	Application process
	We will short list our applications and arrange interviews

	Other 
	


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

	Department / Function
	Marketing Assistant

	Description of activities
	· General customer service – telephony, responding to enquiries regarding our training programmes 

· Designing marketing and promotional material, including evaluation forms, company presentations 

· Updating social media portals and the company website on a daily basis
· Researching content for our social media platforms
· Help manage company events; e.g securing venues, manage guest lists, booking speakers etc
· Explore links with partner organisations to deliver collaborated events

· Manage client communication tools such as bi-monthly business-to-business e-newsletter and events 
· Recording, editing and uploading video content to our website and social media pages
Keep the website up-to-date

	Location 
	Stratford, East London, England

	Start Date
	28/10/2013

	Duration 
	6 Months

	Working hours per week
	42.5

	Accommodation (please select)
	( Student to make own arrangements

	Details of financial and “in kind” support to be provided
	Finances will be explained to successful short list candidates

	Other
	


	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	· Must speak fluent English

· Experience of social media networking tools (Facebook, Twitter, LinkedIn
· Excellent spelling, grammar and writing abilities
· Excellent Customer Service skills 

· Organised 

· Inquisitive - must have the desire to solve problems on their own if need be 
·  Can work to tight deadlines 

· Team player 

 Pro-active

	Computer skills and level of skills required
	· Substantial experience in marketing 

· Experienced writer / blogger

· Computer literate - must have a good working knowledge of Word, Excel, Powerpoint

· Knowledge and experience using design software

· Knowledge and experience editing software 

· Knowledge and experience of WordPress

· Substantial office experience 

	Drivers license
	N/A

	Other
	


	INFORMATION PROVIDED BY

	Name
	DiVA

	Department / Function
	Training & Education

	E-mail address
	Kristie@divafilms.co.uk

	Phone number(s)
	0754 137 4653 / 0843 289 9204

	Date
	10/09/2013


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