
 

 

 
Marketing intern: Job description 

Reporting to:  Managing Director 

Located at:   The Yard, Vaughan Street, West Gorton, Manchester M12 5FQ 

Staff Management:  None. 

Responsibilities: 

1. Develop existing databases of potential clients for commercial arboricultural services, sawn timber and 
biomass woodchip. Maintain and update databases to reflect contacts made, and make follow up phone 
calls as appropriate. 

2. Organise and send out mail shots and conduct basic telemarketing to ensure that potential clients are 
informed about how the TreeStation can efficiently address their needs 

3. Liaising and communicating with the Managing Director, the Manager of Arboriculture, and the Board of 
Directors about the focus of marketing activities and reporting back to them. 

4. Where necessary helping out with general office tasks, answering the telephone and taking messages. 
5. The intern will not be expected to design and produce marketing materials, or to carry out sales 

activites. 
 
Terms and Conditions 

Salary:  Based on £8.25 per hour. 

Hours of work: 14 hours per week. Ideally Monday and Thursday; Hours can be flexible but should 

normally be between 8am and 6pm. 

Holidays:  28 days per annum including bank holidays pro rata. 

Term: This is a temporary funded position for six months only. However, this will be 

reviewed toward the end of the period and if successful the contract will be 

renewed. 

 

 



 

 

Person specification 

The following experience, skills and aptitudes are those that we are looking for in candidates for the post of 

Marketing Intern. Those listed as 'Essential' are those that the candidates must have. 

'Desirable' skills and experience are those that it would be advantageous to have, although it is not essential. 

 

Essential Desirable 

Good computer skills � excel, word, and internet 
research; good numeracy 

Knowledge and experience of arboriculture, forestry, 
timber and wood fuels 

A passion for promoting green energy and combating 
climate change, and an interest in/knowledge of social 
enterprises 

Experience in marketing and publicity, and 
researching markets 

Excellent communication skills, including a good 
telephone manner and able to work from a script 

Experience of Customer Relationship Management 
databases 

Confidence and willingness to learn new skills Familiarity with or experience of social media, 
presentations, networking events, pubic relations 

Ability to see what needs to be done and willingness 
to get on and do it: motivated and self-driven 

 

Good team working skills and experience  

Good administrative, organisational and time 
management skills 

 

An understanding of and commitment to equal 
opportunities 

 

 

 

 

 


