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Communications Internship (Paid, Part-Time)
The University Finance and Administration (UFA) Communications Team seeks a detail-oriented, creative communications intern to assist in enhancing, maintaining, and producing content for UFA digital channels and websites. This paid internship offers hands-on experience in content development and management, digital accessibility, email marketing, and multimedia asset creation within a higher education administrative environment.
Working closely with the UFA Communications Team, the intern will draft engaging original web text, manage monthly electronic communications, design visual graphics, and support web architecture updates across Finance.Rutgers.edu, the UFA SharePoint sites, and related portals. This role provides an opportunity to build a diverse professional portfolio while acquiring experience in search engine optimization (SEO), user experience (UX), and cross-departmental communications.
Qualifications
· Current undergraduate or graduate student in Communications, Digital Media, Journalism, Marketing, Graphic Design, or a related field.
· Experience writing, editing, and designing content for digital platforms with an eye for accessibility, visual appeal, and brand standards.
· Familiarity with Content Management Systems (CMS) and basic web layout concepts.
· Basic knowledge of email marketing/CMS platforms, Adobe Creative Cloud (Photoshop, Illustrator, InDesign), and Microsoft Office (PowerPoint, SharePoint).
· Basic understanding of web analytics, SEO principles, and digital accessibility guidelines (WCAG/ADA).
· Strong organizational skills, high attention to detail, and excellent written and verbal communication abilities.
· Ability to work independently, manage project deadlines, and collaborate professionally with administrative partners.
Responsibilities
· Assist in updating and maintaining content across Finance.Rutgers.edu, related UFA websites, and UFA SharePoint sites. 
· Research, write, and edit original or submitted web text, articles, and graphics. Create visual assets and manipulate digital media for websites, PowerPoint presentations, annual reports, and budget materials.
· Assist with writing, designing, formatting, and distributing monthly electronic communications (such as newsletters) using customer management tools. 
· Track metrics and review web analytics to help optimize content layout, posting timelines, format, and multimedia usage to increase viewer engagement.
· Maintain updated content files/records and perform routine and non-routine communication tasks across UFA departments as assigned.
Appointment: This is a part-time (10–20 hours/week) appointment starting in Fall 2026.
Compensation: $16/hour for 10–20 hours per week (flexible based on class schedule).
To apply, please send a one-page cover letter (500 words or less) describing your interest in this internship, how it relates to your educational and career goals, and relevant experience (including coursework, extracurriculars, or previous positions). Attach a current resume and links to portfolio/writing or design samples (if available).
Email your application and any questions to the UFA Communications Team. Applicants will be contacted for interviews, and all candidates will be notified of their application status.
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