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Job Description 

 
Title:  Program & Communications Intern 
Status:  Summer Internship 
Reports To: Executive Director 
 
The Program & Communications Intern supports the development of strong and effective communication and 
programming initiatives to increase awareness of and engagement with the Chapter’s products, programs and 
services. This position creates and executes marketing plans for social, digital and print channels to increase the 
membership of the Chapter, and partnerships that support women business owners. 
 
The Program & Communications Intern ensures that the work of the Chapter is aligned with the following core 
beliefs: 

• Owning a business is one of the most effective ways for women to secure an independent financial future 
for themselves and their families, create opportunity in their communities, and contribute to our 
country’s economic growth. 

• There are barriers to business success – and even survival – unique to women-owned businesses that are 
even greater for women of color. 

• When empowered and freed from the social, institutional and cultural inequities that prevent them from 
reaching their full potential women business owners realize equal outcomes and have equal impact in 
creating jobs, fueling innovation, improving lives and growing the economy. 

• To succeed as business owners, women need a seat at the table, a level playing field and the knowledge, 
support and courage to pursue their dreams. 

• Equality and equity are good business, non-partisan issues that pay dividends. 
• NAWBO – the only organization representing the interests of all women entrepreneurs in all industries – 

has a legacy of leveraging the collective might of its national membership’s resources, experience, and 
voice to drive change. 

• NAWBO and NAWBO Columbus have created measurable and meaningful results for women and our 
economy. 

 
Job Responsibilities: 
The responsibilities and duties for this Program & Communications Intern position include, but are not limited to, 
the following items:  

 
Event Planning and Execution 

• Facilitate, formulate and implement event planning and logistics for the 2020 Visionary Awards event and 
all public programming, working collaboratively with the Membership Engagement Coordinator. 

• Serve as primary contact with venues, exhibitors, speakers, etc. (as required) on all logistics for 
meaningful programming 

• Manage event specific communication & marketing plans in digital, print and social formats 
 
Communication Strategy & Implementation 

• Develop and maintain a comprehensive communications & marketing plan events 
• Create and post blog posts, graphics, and additional communication materials for the Chapter on all 

relevant social media channels. 
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Maintain & Advance the Chapter’s Brand Promises via Events 

• Work with graphic designer(s) to create and implement consistent brand values for events and special 
projects 

• Implement a consistent brand message and marketing language 
• Compile and write content. Gather graphics.  
• Work with photographers and videographers to produce engaging event and PR content, and event 

documentation. 
 
Professional Qualifications 

• Bachelor’s degree or equivalent 
• Familiarity with basic web-based applications such as Google Drive, Dropbox 
• Proficiency in social media marketing 
• Proficient in InDesign, Adobe Suite, Word, PowerPoint, preferred 
• Exceptional written and verbal communication skills 
• Event and/or project management experience 
• Entrepreneurial spirit and/or appreciation for the entrepreneurial journey 

 
 
About NAWBO Columbus 
NAWBO Columbus is the premier membership organization in Columbus, Ohio dedicated to empowering all 
women business owners to overcome challenges, realize their true potential and make their mark on the world. 
We are the largest chapter in the U.S., with more than 240 members providing services in over 20 unique business 
industries. We envision a world where women business owners will be celebrated as the norm, not the exception. 
 


