CENTER for COMMUNITY-BASED Federal Work-Study Internship
LEARNING, LEADERSHIP, and RESEARCH

Gt Dy oEotoucinshloushas Program Job Description Form
Name of Organization: Position Title:

VALPAK OF SOUTHEAST WISCONSIN VALPAK INTERN

Hourly Wage: $10-$14 Average Hours Per Week: 10-20

Desired Work Schedule:

(list ideal work days and times of the week for this position)

Flexible Schedule During Normal Work Hours of 8 am to 5 pm

Address: 10909 W Greenfield Avenue | Suite 208
West Allis, WI 53214

Supervisor Name: Kevin Ford Supervisor Phone Number:  414.448.1005
Supervisor Email: kevin_ford@valpak.com

Essential Duties and Responsibilities:

Database Analysis - Assist with data integrity and data entry
Sales and Marketing Support — running ad hoc reports for market analysis and campaign performance and tracking, setting up
appointments, requesting ad changes and new creative

Office Administration - Assist with social media posts, filing, advertisement samples

Necessary skills: detail-oriented, basic knowledge of direct mail principles, database structure and elements-any experience with
Salesforce is a plus, working knowledge of Microsoft Office and Outlook, professional demeanor, team-player, willingness to learn,

reliable transportation.
Unlimited Growth Potential or Potential Full-Time Hire

Required Qualifications:

Knowledge, Skills, and Abilities (check all that apply)

|:| Verbal Communication |:| Presentation and Public Speaking Skills
@ Microsoft Office Skills (Word, PowerPoint) |:| Problem Solving

[] Adobe (Photoshop, Illustrator, InDesign) [O] Flexibility/Adaptability/Creativity

[O] Detail Orientation [] Organizational Skills

[] Initiative [O] Customer Service Skills

[] Written Communication [] Multi-tasking

[] Ability to Work Independently
[] Ability to Work in a Team



Provide other required qualifications or information on this position:

Valpak is at the heart of communities across America, helping people save, businesses grow and neighborhoods thrive.
It provides print and digital advertising through a network of 140 local markets across the U.S.From mailbox to mobile
phone, Valpak brings exciting local business offers and opportunities to millions of consumers. Each month, our well
known Blue Envelope of savings is mailed to nearly 39 million demographically targeted households in 43 states.
Valpak's digital products, including valpak.com and mobile apps, reach more than 4 million users a year, nearly 60%
from mobile platforms.

Skills/Experiences Gained from this Position:

Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that
apply below.

Critical Critical and Creative Thinking Skills

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one
situation to new situations to solve difficult problems or explore complex issues in original ways.

Effective Communication Skills

E Student employee will be able to meaningfully articulate how experiences outside of the formal
classroom deepens their understanding of fields of study and broadens their points of view.

Intercultural Knowledge and Competence

D Student employee will be able to articulate insights into their own cultural rules and biases.

Individual, Social, and Environmental Responsibility

D Student employee will be able to provide evidence in civic-engagement activities and describe what they
have learned about themselves as it relates to a reinforced and clarified sense of civic identity and
continued commitment to public action.

Please describe other skills/learning outcomes students will develop in this position:

Ability to work in professional environment, applied learning in database principles, sales and marketing, working
with a national company to submit advertising and digital content.
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