
 
JOB DESCRIPTION 

 
 

TITLE:    Intern 

 
 

DAYS/HOURS:  Part-time: Part time opportunities available based on availability-  
                                              (preference is at least Mondays and Wednesdays) 

Full-time: Monday-Friday, 9a-5p (40 hours/wk.) 

  
  

 
DESCRIPTION:  R&J Public Relations offers a paid internship at a full-scale public relations                                                  

and marketing agency where the intern’s primary responsibility is to 
enhance our company through “hands-on” experience and basic duties.  

These duties will ultimately assist with the overall success of the company 

goal – to generate publicity for our clients and promote a tremendous 
opportunity for the intern to gain valuable insight into furthering career and 

education goals.  As such, the intern will assist agency personnel in every 
aspect of the agency.  

 

ABOUT R&J PR: Not surprisingly, it takes the right people, a fresh and enthusiastic 
perspective, and a full arsenal of traditional and on-line communications 
weapons to create powerful public relations campaigns.  

At R&J Public Relations, we join these forces in a cost effective and 
energetic manner for a diverse roster of clients — both global giants and 
regional players—within a myriad of industries, from high-tech to 

healthcare, from photography to public affairs, from consumer electronics 

to communications to real estate. 

Our services include: 

 Corporate communications/reputation management 

 Publicity and media relations 

 New product introductions 

 Trade show support 

 Broadcast services 

 Crisis management 

 Press conferences 

 Web based PR and webcasts 

 Media training 

 Newsletters and annual reports 

 Special events 

 

For more information about R&J Public Relations, visit our website at 

www.randjpr.com 
 

http://www.randjpr.com/


REQUIREMENTS: Responsible college student or recent graduate with strong organizational 

skills actively pursuing a career in public relations, marketing or 
communications. Applicants with previous public relations internships 

and/or experience and strong writing skills highly preferred, but not 
required for the right candidate. 

 

RESPONSIBILITIES:  
 Handle the distribution of agency correspondence, including letters, 

memos, press releases, copy, media schedules, etc. 
 Write and edit press material 

 Pitch media 
 Research and compile target media lists 

 Research and compile annual editorial calendars 

 Organize and manage database resource 
 Organize and maintain client clip reports 

 Additional research and account support on a project basis 
 Maintain open communications and a positive working environment 

with co-workers, clients and vendors 

 Attend / work events such as trade shows, press conferences, 
groundbreakings, etc. 

 Attend agency staff meetings and brainstorms 
 Draft communication materials such as press releases, media alerts, 

customer testimonials, social media posts, and pitches 
 Research pitch topics 

 

REPORTS TO:   Agency Principals and Account Management  
 

CONTACT:   Tiffany Miller 
                                              Account Supervisor 

     tmiller@randjpr.com 

 
    Tracey Benjamini 

    Account Executive 
    tbenjamini@randjpr.com  

 

 
R&J Public Relations, LLC 

1140 Route 22 East, Suite 200 
Bridgewater, NJ  08807 

Phone: 908-722-5757 
Fax: 908-722-5776 
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