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THE ROYAL COLLEGE OF PSYCHIATRISTS

JOB DESCRIPTION

	JOB TITLE:
	Student Intern x 2 
(Strategic Communications & NCCMH)

	DEPARTMENT:
	Human Resources

	SECTION:
	Human Resources

	RESPONSIBLE TO:	
	HR Manager, EDI

	RESPONSIBLE FOR:
	N/A

	PAY BAND:
	2




	DESCRIPTION OF ROLE:

	
THE STUDENT INTERNSHIP PROGRAMME 
 
The RCPsych Student Internship Programme was created as it was recognised that some young people face a disadvantage when applying for higher education and employment, particularly in the fields of psychology and psychiatry. We created this internship to offer the opportunity to gain valuable experience to those who may struggle to access other opportunities for a range of reasons. 
 
The successful interns will join a busy department at the College for four weeks and will have the opportunity to work on a number of projects. The intern’s interests and preferences will be taken into account as we’re keen to make sure they are able to gain the most useful experience possible when working with us.  
 
We really encourage applications from everyone and value diverse identities. We do our best to create a welcoming, safe and supportive working environment. 

The opportunities are available in two departments across the College. Interns will be expected to attend the College’s office on Prescot Street 3 days a week, throughout August 2023.

See below for information on each department.  
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	KNOWING WHAT TO EXPECT FROM YOUR TIME AT THE COLLEGE:

	 
· We offer flexibility and will work at a pace which works for you.  
· The department’s are excited by new ideas and open to learning from their intern. You can expect that your mentors will take time to get to know you, your goals, and passions.  
· In your first week, we will have daily catch ups and help plan your workload.
· You will have regular meetings with the team and your mentor so you can ask questions and get to know your colleagues.  
· You will have your own desk and we will provide reasonable adjustments based on any learning or physical needs. 
· We hope this opportunity gives you get a feel for what it's like to work, interact with different people and get to know an office environment.  
 



	KEY RESPONSIBILITIES:

	
DEPARTMENT 1

National Collaborating Centre for Mental Health (NCCMH) 
 
At the NCCMH, we care about people’s mental health and wellbeing. We believe everyone should have equal access to high-quality mental health care, with a platform to voice their needs, at home and work or in education, and in hospital and the community. 
 
To help make this happen, we work with others at a local, national and international level, supporting the improvement of mental health services and redressing mental health inequalities. Take a look at our webpage for more information about us and our work.  
  
Below is a list of tasks that interns may complete. You are welcome to list any activities that you have a particular preference to take part in when writing your cover letter.  

 Key responsibilities may include:  
 
1. Shadowing meetings to discuss day-to-day project work  
2. Assisting with setting up meetings, preparing meeting documents and taking notes for a range of different meetings, including focus groups   
3. Shadowing meetings where researchers and project managers develop and plan new research projects  
4. Booking meeting rooms across projects  
5. Emailing various people and supporting the organising involved with running the projects  
6. Writing up notes from project meetings  
7. Developing social media content for the Public Mental Health Implementation Centre (PMHIC) 
8. Developing a newsletter for PMHIC to raise awareness of the work, initiatives and updates. 
9. Participating in reflective practice – learning through thinking about our actions, thoughts and challenges 
10. Developing communication skills through facilitating meetings to gather feedback to help inform your project outputs.  
 
Training will be provided on all the above tasks and team members will be available to support with any queries an intern may have.




DEPARTMENT 2 
Strategic Communications 
 
The Strategic Communications department is made up of 4 teams. These are: 
· Digital 
· External Affairs  
· Policy and Campaigns  
· Publishing 
 
This intern role will be based within the Digital team. The Digital team is in charge of branding, DotDigital (email templates), Social media and the website.
   
Below is a list of tasks that interns may complete. You are welcome to list any activities that you have a particular preference to take part in when writing your cover letter.  

Key responsibilities may include:  
 
1. Supporting the creation of the eNewsletter, which includes, preparing the eNewsletter, collation of suitable images, working with the team to ensure it is formatted correctly and is sent out in a timely manner. 
2. Gain an overview of DotDigital the platform on how to create email campaigns.
3. Working with members of the web team to help fix broken links on the website using Dr Link Check software 
4. Creating packs for Young people’s mental health factsheets when orders come in, shadowing the process to see how it all comes together. 
5. Approving web pages, documents, images, blogs, news items and anything related on the website that needs approval.
6. Learn about the image library and different aspects of the wider team and how it operates. 
7. Creating social banners using Canva/photoshop.
8. Opportunities to carry out LinkedIn Learning courses of your choice.
9. Become familiar with workplace culture, emailing, brand guidelines and other fundamentals of working at The Royal College of Psychiatrists. 
 
Training will be provided on all of the above tasks and team members will be available to support with any queries an intern may have.  
 




	THE COLLEGE VALUES:

	· Living out, and being a role model for, the College values and behaviours.
· Seeking out ways of working collaboratively, where possible.
· Upholding a positive, empowering and enabling environment for all staff.







	ADDITIONAL INFORMATION:

	Budget Holder:
	No

	DBS check required?
	No

	List of External Contacts
(if applicable):
	N/A




	GENERAL

	1. Undertake any other duties related to the job purpose and which may be necessary in the College’s work. 

2. To carry out all duties in a safe and proper manner in accordance with the College’s Health and Safety Policy. 

3. To undertake all duties in line with the College’s values, policies, procedures, and regulations ensuring that the work undertaken actively promotes equality and diversity. 

This job description is not exhaustive and is subject to change in accordance with the business need of the College.






	Date:
	June 2023
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