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INTERNSHIP PROGRAM
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OVERVIEW
The TBC Internship Program was created to provide college students with real-world advertising experience.  The internship program runs year-round, and TBC offers college credit for eligible students and paid parking.  There will always be one Account Management person and one Media person assigned to lead the internship program.  The current Account Management lead is Kate Holstein and the current Media lead is Lindsay Moore.

The Account Management Internship description and Media Internship description are currently posted on TBC’s website as well as Towson University’s career site.  To edit the descriptions on the Towson website, login using username TBC and password TBC.  If resume flow slows down, we will evaluate additional outlets for posting the job description.  
PROGRAM GOALS
For the student: Provide college students with insight into the workings of a full-service advertising agency.

For TBC: Ensure TBC’s Account Management and Media Departments have an intern to help with a variety of projects at all times.  The internship program should help TBC find potential new Account Management and Media entry level hires.  The program should be a way for more people to hear about TBC and the people we hire should represent the company in a way that persuades others to want to work here.  
IDEAL CANDIDATE 









    

Will have completed some college courses related to advertising, have work experience and be willing to participate in the internship program for college credit.  Our goal should be to only hire interns who have the potential to eventually become full time employees.  Our interns should be good representatives of TBC and should possess qualities that make other students look up to them. 
PROGRAM PROCESS









Recruitment/Hiring:

· Job descriptions should remain posted on TBC and Towson websites – we will evaluate resume flow periodically and confirm if additional advertising efforts are needed.

· Review/evaluate resumes and coordinate interviews for interns with appropriate TBC employees

· New interns should be secured at least one month prior to existing intern end date

· Time periods: January-May, May-August, September-December

Intern Responsibilities:

· Two weeks prior to start date, begin coordinating projects for new interns (this should include on-going responsibilities, project-based work, and any meetings in which interns can participate)
· Hold weekly (or bi-weekly) meetings with interns to review workload, progress, goals etc.
TBC Lead Responsibilities:

· Hiring Responsibilities: The Account Management and Media leads will sift through all resumes and select the most impressive candidates for interviews.  The leads will coordinate setting up the interviews and will notify the intern if we decide to hire. 
· Program Implementation Responsibilities: Prior to the intern’s start date, the leads will determine where the intern will sit and contact Steve Bremer to set up email and phone access.  The leads will contact Patty for any HR items including parking and timesheets.  The leads will send an email to the entire department to notify everyone of the intern’s start date and to gather intern projects.  Once the intern starts, the leads will send All Balt emails to introduce them.
· While the intern is working here, the lead will be responsible for coordinating his or her daily tasks and long term projects. 
Additional Items:

· The lead will ensure necessary forms/evaluations are completed for students to receive appropriate credit
· The lead will ensure all necessary TBC forms are completed in a timely fashion (i.e., timesheets) 

PROCESS IMPROVEMENTS/NEXT STEPS







· Review existing Account Management description / Media description and update as needed
· Coordinate interviews for Fall interns (have in place as soon as possible)
JOB DESCRIPTIONS










Account Management Intern

The TBC Account Management internship program is looking for college students who are interested in the client services aspect of advertising and are looking to gain insight into the workings of a full-service advertising agency.

Responsibilities include:

- Gathering and organizing product, market and competitive information for existing and potential clients

- Drafting of internal paperwork documenting client approvals and/or changes

- Follow at least one assignment through from initiation through final production

- Assisting with billing summary reports that keep an up-to-date log of client spending

- Sit-in on agency brainstorming sessions, weekly internal status meetings and monthly

Account Management department meetings

- Involvement with creative and/or media strategy development

Duration:

- Two to three days per week or equivalent of 18 hours per week

- Available time periods:

    - January – May

    - May – August

    - September – December

TBC will offer college credit for eligible students and paid parking.

Please submit resumes via email to Kate Neville at kneville@tbc.us or  Elise Borchers at eborchers@tbc.us.

Media Intern
The TBC Media internship program is looking for college students who are interested in media aspects of advertising and are looking to gain insight into the workings of a full-service advertising agency.

Responsibilities include:

- Assisting with maintenance of client status spreadsheets 

- Assisting with weekly and monthly client performance reports 

- Gathering media research and organizing into Point of View documents 

- Compiling media rates into formal documents

- Sit in on agency brainstorming sessions and weekly internal status meetings 

Duration:

- Two to three days per week or equivalent of 18 hours per week

- Available time periods:

    - January – May

    - May – August

    - September – December

TBC will offer college credit for eligible students and paid parking.

Please submit resumes via email to Beth Williams at bwilliams@tbc.us. 
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