
 

 

Marke�ng/Event Planning Intern Job Descrip�on 

Overview: 

North County Inc. (NCI) is seeking a mo�vated individual with excep�onal wri�ng and 
communica�on skills to join our team as a marke�ng and event planning intern.  The intern will 
work in tandem with NCI staff to assist with event produc�on from concept through 
comple�on, helping maintain our reputa�on for memorable events.  They will also be 
responsible for contribu�ng fresh ideas, crea�ng content, and researching industry trends to 
help improve our brand, communica�ons, and strategy. 

Primary Du�es & Responsibili�es: 

• Plan and facilitate logis�cs for all events, including guest lists, venue prepara�on, 
presenta�on materials, catering, transporta�on, equipment, decor, and marke�ng 
materials. 

• Coordinate with internal staff, clients, and vendors to establish the requirements for an 
event throughout the planning process. 

• Communicate event scheduling and needs with staff, venues, vendors, speakers, and 
guests. 

• Locate resources, visit sites, and lead pre-event mee�ngs to help staff make decisions 
about event design. 

• Assist with on-site prepara�ons, produc�on, and event breakdown; and ensure 
consistent, high-level service throughout all phases. 

• Contribute to marke�ng campaigns that further the company’s strategic goals. 
• Complete projects related to branding, content crea�on, website, and social media 

marke�ng. 
• Oversee the crea�on and distribu�on of marke�ng materials and promo�on channels, 

such as newsleters, fliers, invita�ons, and social media posts. 
• Develop tools and methods for collec�ng data such as surveys, opinion polls or 

ques�onnaires. 
• Keep company staff updated on overall project status and changes. 
• Perform other du�es as assigned. 

 

 



 

Qualifica�ons & Experience: 

• Intern should be working towards bachelor’s or master’s degree in marke�ng, 
communica�ons, event management or a related discipline.  

• Must have experience in communica�on, marke�ng, event planning and coordina�on. 
• Familiarity with major social media pla�orms (Facebook, Twiter, YouTube, etc.) 
• Experience in building and maintaining posi�ve business rela�onships preferred. 
• Must have valid driver’s license and insurance and be willing to travel short distances. 

 

Skills & Abili�es: 

• Advanced skills in Microso� Office Products (Word, Excel, PowerPoint, Outlook, etc.). 
• Strong verbal and writen communica�on skills. 
• Strong interpersonal skills.  
• Must be comfortable reaching out to individuals without prior engagement. 
• Ability to gather data, compile informa�on, and prepare reports as needed. 
• Ability to work effec�vely and efficiently both independently and collabora�vely. 
• Self-mo�vated with the ability to take ini�a�ve with minimal oversight. 
• Ability to balance mul�ple priori�es at once to meet deadlines. 
• Basic photography, image and video edi�ng, and graphic design skills. 
• A willingness to work irregular and intense hours, as needed, to manage priority projects 

on cri�cal deadlines. 
 

About North County Inc.: 

North County Incorporated is a regional development organiza�on which acts as a catalyst to 
define and advocate economic and community development for North St. Louis County. 

NCI has served the North St. Louis County community for more than 47 years, with a focus on 
economic development, educa�on, healthcare, infrastructure, and transporta�on needs.  NCI 
markets the area as a great place to live, work, shop, worship and learn as we ac�vely work to 
enhance the residen�al and business climate.  NCI’s leadership successfully builds collabora�ve 
partnerships to work on regional maters to create an overall more equitable and livable 
community.  We coordinate the resources and efforts of community, civic and business leaders 
to speak as a unified voice on regional issues.  By connec�ng people, ideas and resources, NCI is 
a catalyst for the beterment of the area.  NCI is a 501(c)6 and North County Regional 
Development Associa�on is our 501(c)3. 

North County Inc. is an equal opportunity employer which extends equal employment 
opportuni�es (EEO) to all qualified individuals, regarding all terms and condi�ons of 
employment. 
 
 



 

 
How to Apply: 

Interested candidates should send their cover leter and resume to rzoll@northcountyinc.com 
with the subject line “Interest in Internship.”  For addi�onal informa�on, please call (314) 895-
6241. 
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