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We are seeking an intern with an interest in the Web Design and Data Analysis to work with the Director of Workforce Development.  
What will you do? You will have a tremendous opportunity to learn from a senior level leader and gain exposure to a highly technical work environment.  

About the position:  The position will be require an ability to provide analysis in a broad range of areas related to workforce  development, organizational management and technology issues at the State of Maine.  
You will provide services in Web design, Web site administration, social media marketing, video production, marketing material production (print and digital), representing OIT to the public, and numerous other tasks/skills as listed:
· Post job openings to social media and OIT site, and assist with posting them to various job boards
· Maintain Workforce Development and TechNight Web sites
· Maintain intranet training page 
· Maintain OIT’s social media channels (including finding and sharing relevant stories) 
· Identify new ways of promoting OIT’s “talent brand”
· Design and produce various promotional materials
· Produce videos, and create advertising materials
· Track hire dates in relation to posting dates in order to determine “time to hire”
· Attend career fairs to set up and represent OIT
· Assist with technical aspects of OIT Recruitment Pilot Study, which might involve some programming tasks
· Assist with design/compilation/production/editing of newsletter and various other publications 
· Assist with designing and producing slide decks
· Assist with research and analysis
· Assist with planning/set-up/hosting of monthly Lunch and Learns and various other events
· Additional duties, as assigned
What we need from you? Exceptional interpersonal skills are a must. The ideal candidate will have excellent written and verbal communications skills including a familiarity with the Microsoft Office suite of tools.  Working knowledge of Excel will be required. 
Must be able to work independently on projects, and be able to prioritize work.   Skilled with web design using Dreamweaver will be required. Use of PHP, HTML, InDesign, Publisher/Photoshop Adobe, and other software to produce high level marketing materials is required. 
This is a unique position and requires the ability to work consistent hours, dependability is a must.  This is a paid intern position and hours are typically 40-30 hours a week. We can offer some flexibility on the hours. Position is in Augusta.
To apply, please send a cover letter stating why you would be a fit for the position and a resume with references to kelly.rickert@maine.gov. Please indicate Workforce Development Internship in the subject line. 
 




